WD-6 Issued November 1939 


UNITED STATES DEPARTMENT OF AGRICULTURE 
AGRICULTURAL ADJUSTMENT ADMINISTRATION ae 


WESTERN DIVISION WASHINGTON, D. C. © 
— ' 


awe 


ee) 
COUNTY OFFICE INSTRUCTIONS 


relating to 


U. S. TREASURY CHECKS, ADJUSTMENTS, CLAIMS, 
AND REFUNDS 


CONTENTS 


PART [US SaeeR MASUR CO HNGKSeete Of pina ws Se ato Re ee 
Aa Undelivercdachecks meses sear ctw a eT Lage AN 
B. Disposition of checks returned to county office_______________ 
C. Disposition of checks returned to the regionel disbursing office_- 
D. Undelivered or returned check to be forwarded to payee 
Eee lostichecks’ steers sees eee ee ere fen Gs oes 
Hee orgedichocks= ame = en Sans ee ee Se 
PARTE ADI USPAIINGs CAs W ses eon ee eer ee oe ee ee ee ae 
A. Check is for an amount less than the correct amount due_____ 
B. Check is for an amount in excess of the correct amount due_____ 
Ge Namerofipayec incorrectas. 2 ave nee Aon DE eet Le tL 
Part IJI].—Cuaims UNDER PROGRAMS OTHER THAN THE PRICE ADJUST- 


as) 

o 
0g 

fen} 


ao» APR PWWWNNHE 


skreasurvachecksis yGeCCasedaee Se = sea aa 228 ere oe 6 

C. Preparation of Standard Form 1055 when the payee of the U. 8S. 
ibreasuimyicheek ismmeompetent ese ILE esse = SUES tee 13 
De Preparationsof.k ormea CP (3-S42sene ona 2 eet esd 14 
Part IV.—CLAIMS UNDER THE PRICE ADJUSTMENT PROGRAMS------ Mee a elie HO 
A. Use of Form ACP-103 = 
PARTLY —=RERUNDS Ses tee b be EP Be ee eo ee, 


PART I. U. S. TREASURY CHECKS = 
A. Undelivered Checks NS 


NT OF AY 


Checks issued to applicants under any program administered by 
the Agricultural Adjustment Administration must be returned to the 
regional disbursing office which issued the checks under any of the 


following circumstances : 


1. Where the check cannot be delivered within 21 days from 
the date shown on the check. 

2. Where the payee refuses to accept his check. 

3. Where the amount of the check is in excess of the amount 
due. 

4. Where the payee is deceased or incompetent. 

5. Where the name of the payee is incorrect. 
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6. Where doubt arises as to the right of the payee to receive 
the check. 

7. Where the amount of the check differs from that shown on 
_the continuation sheet. 

8.. Where the payee is indebted to the Agricultural Adjustment 
Administration. 

9. Where the State office requests that the check be returned. 


Each check that is returned to the regional disbursing office, except 
a check returned at the expiration of the 21-day period in accordance 
with instructions issued by the Treasury Department, must be ac- 
companied by a letter setting forth the check number, name of payee, 
amount of check, application serial number with respect to which 
the check was drawn, the administrative number of the continuation 
sheet on which the check was listed, and the reason why the check 
is being returned. A duplicate of such letter must be furnished 
the State office. 


B.- Disposition of Checks Returned to County Office 


In some instances U. S. Treasury checks which have been properly 
delivered are later returned to the county treasurer. A check may 
be returned for various reasons, but the following are the most 
common : 


1. A check is payable jointly to two or more persons at least 
one of whom cannot be located or will not endorse it. 

2. The payee dies, becomes incompetent, or disappears after 
receiving his check but before cashing it. 

3. The payee is dissatisfied with the amount of the check. 

4, ees returned by the payee at the request of the county 
office. 


Each such check will (unless the 21-day period has not expired) 
have been included in the county treasurer’s report to the regional 
disbursing office as a delivered check. However, upon receipt of a 
returned check which is more than 21 days old, the county treasurer 
will forward it to the regional disbursing office together with the 
letter of explanation described-in A above. If the 21-day period has 
not expired, the check will be returned as an undelivered check to 
the regional disbursing office in accordance with established pro- 
cedure. In no event shall a returned Treasury check be forwarded 
to the State office. 


C. Disposition of Checks Returned to the Regional Disbursing Office 


Each U. 8S. Treasury check, returned to the regional disbursing 
office for any reason, other than that it does not agree with the 
continuation sheet, is held in that office until a date 90 days from the 
first of the month next succeeding the month in which the check 
was issued, unless appropriate disposition of the check is made prior 
to the expiration of the 90-day period. At the end of such period 
the disbursing’ office will transmit the check to the General Account- 
ing Office in Washington, D. C., where it will be held until the close 
of the fiscal year next following the fiscal year in which the check 
was issued, unless appropriate disposition of the check is made prior 
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to the expiration of that period. A check in possession of the Gen- 
eral Accounting Office at the end of such period is deposited into the 
Treasury of the United States to the credit of “Outstanding 
Liabilities.” 

A Treasury check which is not cashed before the end of the fiscal 
year following the fiscal year in which it was issued is not negotiable 
and should be returned through the regional disbursing office to the 
General Accounting Office. Further determination of the disposition 
poker proceeds of the check will be made by General Accounting 

ce. 


D. Undelivered or Returned Check To Be Forwarded to Payee 


If, after a Treasury check has been forwarded to the regional 
disbursing office, the payee notifies the county that he wishes to obtain 
it, the county shall require that the request be presented in writing. 
The request must contain a complete description of the check and the 
current address of the payee. If the check is in possession of the 
regional disbursing office, the request for its return should be ad- 
dressed to the State office; and if the check is in possession of the 
General Accounting Office, the request should be addressed to that 
office. The county office will be able to determine the location of the 
check from the date thereof and the information in C above. The 
request must be signed by the payee or by one authorized to act on 
his behalf (agent, etc.). The county office shall forward the request 
to the State office immediately. 

If the payee is deceased, incompetent, or has disappeared, the 
person authorized to act on behalf of such person or his estate must 
not request the return of the check in- accordance with this paragraph 
D but must file claim in accordance with part III or part IV of these 
instructions. 

E. Lost Checks 


In the event a check is lost, stolen, or destroyed, the disbursing 
office which issued the check shall be notified immediately, and a 
copy of the notification shall be forwarded to the State office. Such 
matters come within the exclusive jurisdiction of the Treasury De- 
partment. If the check is later found or recovered, the payee should 
request the disbursing office to remove the stop order placed thereon. 
The payee should not cash the check for at least seven days after 
the disbursing office has been requested to remove the stop order so 
that the Treasury Department will have had sufficient time to remove 
such order. 

All correspondence with the disbursing office concerning a check 
should contain appropriate reference to the D. O. symbol number, 
check number, amount, the date of the check, and the name of the 


payee. 
F. Forged Checks 


If a payee thinks that his check has been forged, he should imme- 
diately notify the regional disbursing office. The letter of notifica- 


tion must include the check number, amount, date and name of 
payee. The case will be handled by the Treasury Department. 
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PART II]. ADJUSTMENT CASES 


The term “Adjustment” as used in these instructions denotes that 
type of case where because of an error In the original ga 
for payment it becomes necessary to prepare another application to 
correct the error. The error may result from the entry of incorrect 
basic data in the county office, or from entries made in the State 
office. The instructions outlined in A, B, and C below cover such 
cases. 


A. Check Is for an Amount Less Than the Correct Amount Due 


Where the amount shown on the continuation sheet agrees with 
the amount shown on the check, and the amount is less than that, due, 
the county committee may deliver the check and inform the applicant 
that he may accept and cash the check without prejudicing his right 
to file a request for the additional amount due. The request should 


be filed in accordance with subparagraph 1 or 2 below, whichever is 
applicable. 


1. Where an error was made in executing the application for 
payment, the county office will prepare an adjustment applica- 
tion with the correct information entered thereon. The serial 
number of the adjustment application, which is the same as 
that on the original, will be followed by “Adj.” Both the 
applicant-payee and a county committeeman must sign the 
adjustment application. 

Two copies of a statement of explanation, showing why the 
additional amount is due, must be attached to the adjustment 
application. The statement also must be signed by the appli- 
cant and approved by the county committee. The adjustment 
application and the statement of explanation must be trans- 
mitted to the State office. 

2. Where an error was made in the State office (the applica- 
tion having been correctly executed), the request must be in the 
form of a statement, in duplicate, signed by the applicant and 
approved by the county committee. The statement, in duplicate, 
must be submitted to the State office. The applicant must sign 
the request for the amount due; otherwise, it will be assumed 
that he is satisfied with the lesser amount. 


Any adjustment application which provides for an increased pay- 
ment to the applicant or any request for an additional amount must 
be filed in the county office within 15 days after the check which was 
issued under the original application is delivered to the applicant. 


B. Check Is for an Amount in Excess of the Correct Amount Due 


Tn all such cases the check must be returned to the disbursing office 
as provided in part I, A, 3. The instructions in subparagraph 1 or 
2 below, whichever is applicable, should be followed in order to effect 
proper disposition of the case. 


1. Where an error was made in executing the application for 
payment, the county office will prepare an adjustment applica- 
tion with the correct information entered thereon. The serial 
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number of the adjustment application, which is the same as that 
on the original, will be followed by “Adj.” A county commit- 
teeman must sign the adjustment application. 

Two copies of a statement of explanation, indicating why a 
lesser amount is due, must be attached to the adjustment applica- 
tion. Such statement must be approved by the county com- 
mittee. The signature of the applicant is desirable on both the 
adjustment application and the statement of explanation, but is 
not essential. The adjustment application and the statement of 
explanation must be transmitted to the State office. 

2. Where an error occurred in the State office (the applica- 
tion having been correctly executed) a statement, in duplicate, 
signed by the county committee, directing attention to the over- 
payment should be transmitted to the State office. 


C. Name of Payee Incorrect 


If the name of the payee has been incorrectly given on the check, 
the instructions in subparagraph 1 or 2 below, whichever is applic- 
able, should be followed to effect proper disposition of the case. 


1. Whenever the name of the payee has been incorrectly given 
on the application for payment, an adjustment application must 
be fully executed, signed by the applicant, and properly certified 
by the county committee. There should be attached to such ad- 
justment application a statement of explanation, in duplicate, 
setting forth the reason for the request and the disposition of 
the check previously issued. The statement must be signed by 
the applicant, and approved by the county committee. The 
adjustment application and the statement of explanation must 
be transmitted to the State office. 

2. If the error occurred in the State office (the application 
having been correctly executed and the check having been drawn 
in accordance with the continuation sheet) a statement, in dupli- 
cate, directing attention to the error should be transmitted to 
the State office by the county committee. 


PART III. CLAIMS UNDER ALL PROGRAMS OTHER THAN PRICE 
ADJUSTMENT PROGRAMS 


A. Use of Standard Form 1055 


Any claim for the proceeds of a check issued under any program 
other than a price adjustment program and payable to a person who 
is deceased or incompetent must be made on standard Form 1055. 
Such form may be filed by administrators, executors, guardians, com- 
mittees, custodians, relatives or creditors, except that a claim for the 
proceeds of a check issued under the Sugar Program may not be filed 
by a creditor and a claim for such check filed by any other person 
need not include a showing that the funeral expenses of the decedent 
have been paid and Form ACP -73, “Waiver of right to claim agri- 
cultural conservation payments,” will not be used. Furthermore, no 
showing need be made by a relative who is filing claim for the pro- 
ceeds of a check issued under the Sugar Program in connection with 
debts of the deceased. 
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The county office must not deny anyone who thinks that he is en- 
titled to share in the proceeds of a check issued to a deceased payee 
the privilege of filing Form 1055 unless an administrator or executor 
has been or will be appointed to settle the estate. Where the amount 
of a check issued to a deceased payee exceeds $500 only an adminis- 
trator or executor is eligible to file Form 1055; Provided, however, 
That, if no administrator or executor has been appointed, (1) in the 
State of California it is not necessary to require that an adminis- 
trator be appointed for the purpose of filing Form 1055 if the amount 
of the check plus the other assets left by the decedent (which assets 
must be listed in paragraph 6 of Form 1055) is not in excess of 
$1,000; (2) in the State of Nevada it is not necessary to require that 
an administrator be appointed for the purpose of filing Form 1055. 
if the amount of the check plus the other assets left by the decedent 
(which assets must be listed in paragraph 6 of Form 1055) is not 
in excess of $1,000 and if there is a surviving husband, wife, minor 
child, or children of the deceased payee; or (8) in the State of Utah 
it is not necessary to require that an administrator be appointed for 
the purpose of filing Form 1055 if the amount of the check plus the 
other assets left by the decedent (which assets must be listed in para- 
graph 6 of Form 1055) is not in excess of $1,500 and if there is a 
surviving husband, wife, or child of the deceased payee. 


B. Preparation of Standard Form 1055 When the Payee of the U. S. Treasury 
heck Is Deceased 


The person making claim for the proceeds of a U. S. Treasury 
Check, the payee of which is deceased, must execute Form 1055 in 
the manner outlined in subparagraph 1 or 2 below, whichever is 
applicable. 


1. When claim for the proceeds of a check is being made by 
the administrator or executor of the estate of the deceased 
payee, prepare Form 1055 in quadruplicate as follows: 


a. Enter in the spaces provided in the upper left-hand 
corner of the form the names of the State and county in 
which the claimant resides. 

b. Enter in paragraph 1 the full name and address of 
the administrator or executor claiming the proceeds of the 
check payable to the deceased, together with all of the re- 
quired data, regarding the name and address of the 
deceased and the date of death. On the last line of this 
paragraph state whether the payee died testate or intestate. 
(The deceased died testate if he left a will and he died inte- 
state if he did not leave a will.) 

c. Make no entries in paragraphs 2 or 3. 

d. In paragraph 4, enter the appropriate pronoun in the 
space provided in the first two lines. In the column headed 
“Check or Warrant No.” enter the number of the check 
payable to the deceased. In the column entitled “By whom 
drawn” enter “G. F. Allen, Chief Disbursing Officer” and 
enter the D. O. Symbol No. in the column headed “Symbol 
No.” Enter the amount of the check/s in the column headed 
“Amount” and the total in the space provided. The check 
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number/s and the amount/s may be obtained from the 
county office file copy of the continuation sheet. 

e. In paragraph 5 enter all of the required information 
regarding the appointment of the administrator or executor. 
If a public administrator is filing Form 1055, he must either. 
(1) enter in paragraph 5 the name and address of a relative 
or a creditor of the decedent, or (2) enter in paragraph 6 (j) 
a statement showing that there are assets of the estate in 
addition to the amount due from the Government. 

f, Paragraph 6.—Make no entries in subparagraphs (a), 
(b), (c), (4), (e), (f), (2), (h), and (i) of this paragraph 
However, any additional facts on which the applicant bases 
his claim shall be entered in subparagraph (j). If there 
are no additional facts, enter the word “None” in subpara- 
graph (j). The administrator or executor must sign Form 
1055 in the space provided. The signature must agree 
exactly with the name of such administrator or executor 
in paragraph 1. 

g. The affidavit of corroborating witnesses need not be 
executed if Form 1055 is filed by an administrator or 
executor of the estate of the deceased. 

h. The certificate must be executed by a notary public, 
who shall affix his official seal. 

i. The administrator or executor must submit with the 
Form 1055 a certified copy of the court order of his appoint- 
ment or a short certificate of the letters of appointment, or 
any other document executed in accordance with and which 
fulfills the requirements of section C, 2, A of ACP-16. If 
such document shows that a year has elapsed since the 
appointment of the administrator or executor, the copy of 
the court order or the short certificate must be accompanied 
by a statement from the court to the effect that such order 
is still in full force and effect. 

j. The county office will forward to the State office the 
original and one copy of Form 1055, executed in accordance 
with the foregoing instructions, and the legal documentary 
evidence submitted by the administrator or executor as his 
authority to represent the estate of the deceased payee. 
One copy of Form 1055 will be kept in the county office 
files and the remaining copy will be given to the claimant. 


2. When claim for the proceeds of a check is being made by a 
relative or a creditor of the deceased payee, prepare Form 1055 
in quadruplicate as follows: 


a. Enter in the spaces provided in the upper left-hand 
corner of the form the names of the State and county in 
which the claimant resides. 

b. Paragraph 1 shall be executed in accordance with the 
instructions set forth in paragraph B, 1, b of this part II. 
If the claimant is a relative of the deceased payee, the age 
of such claimant must be entered immediately after his 
name in paragraph 1. 

c. Make no entries in paragraphs 2 or 3. 
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d. Paragraph 4 shall be executed in aceordance with the 
instructions outlined in paragraph B, 1, d of this part III. 

e. Make no entries in paragraph 5. i 

f. Paragraph 6 must be completely executed if Form 
1055 is filed by a relative of the deceased or by anyone 
other than an executor or administrator. Enter on the 
second and third lines of such paragraph the assets, in 
addition to the U. S. Treasury check, left by the deceased 
and show the approximate value of such assets. If there 
are no such assets enter the word “None.” 


(1) In subparagraph (a) enter the relationship of 
the claimant to the deceased payee. If the claimant is 
an adopted child, a half brother, half sister, or child 
of a deceased half brother or half sister of a deceased 
payee, such relationship must be shown. If the claim- 
ant is a duly authorized representative of a relative or 
a creditor, the capacity in which such representative 
is acting, the name of the person represented, and the 
relationship of such person to the decedent must be 
entered. 

(2) In subparagraph (b), enter “Yes” or “No,” 
whichever is applicable. The undertaker’s itemized bill 
must be attached to Form 1055. If the funeral expenses 
have been paid, such bill must have been receipted. 

(3) Subparagraph (c).—If the word “Yes” has been 
entered in subparagraph (b), give the full name of the 
person who paid the funeral expenses and the total 
amount. The person named in this subparagraph must 
be the person who furnished the money with which to 
pay the funeral expenses, unless the money was taken 
from the funds of the estate of the deceased payee. If 
the funeral expenses were paid with money belonging to 
the deceased, enter the notation “By the estate” in sub- 
paragraph (c). If the word “No” has been entered in 
subparagraph (b), enter in subparagraph (c) the nota- 
tion “Not paid” and show the total amount of such 
expense. If the funeral expenses were paid by a burial 
society, fraternal organization, or insurance company, 
enter in subparagraph (c) the name of such organiza- 
tion or insurance company. 

(4) Subparagraph (d).—Enter “Yes” or “No,” 
whichever is applicable. If the answer to the question 
in subparagraph (b) is “No,” the answer to the question 
in subparagraph (d) must also be “No.” 

(5) Subparagraph (e).—Enter “Yes” or “No,” 
whichever is applicable. If the answer to the question 
in subparagraph (b) is “No,” the answer to the question 
in subparagraph (e) must also be “No.” If the answer 
to the question in subparagraph (d) is “Yes,” the word 
“No” must be entered in subparagraph (e). 

(6) Subparagraph (f).—If there is a surviving 
widow or husband of the deceased, enter in the space 
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provided the name and address of such survivor. In 
the column headed “Relationship to intestate” enter 
“widow” or “husband,” whichever is applicable. In 
Arizona, California, Idaho, Nevada, New Mexico, and 
Washington, the date of marriage shall be entered fol- 
lowing the word “widow” or “husband.” This date 


should be entered in the notation “Married _________- 
” 


If there are surviving children of the deceased, enter 
the name and address of each. The word “child” shall 
be entered in the column “Relationship to intestate” on 
the same line with each child’s name and address. In 
the event that any child of the deceased payee is also 
deceased but such deceased child was the parent of sur- 
viving grandchildren, enter in the columns headed 
“Name of survivor” and “Address” the name of such 
deceased child (and parent), followed by the notation 
“deceased parent of living grandchildren named below.” 
On the same line enter the word “child” in the column 
headed “Relationship to intestate.” Enter in the spaces 
below the name of the deceased child (of the deceased 
payee of the U. S. Treasury check) and parent of 
surviving grandchildren, the name and address of each 
surviving grandchild. The word “grandchild” shall be 
entered in the column headed ‘‘Relationship to intestate.” 

If both a child and grandchild of the deceased payee 
are deceased but there isa surviving great-grandchild (of 
the deceased payee), enter (1) the name of the deceased 
child of the deceased payee, followed by the notation 
“deceased grandparent of living great-grandchild,” (2) 
the name of the deceased grandchild of the deceased 
payee, followed by the notation “deceased parent of liv- 
ing great-grandchild,” and (3), the name and address 
of the surviving great-grandchild. In the right-hand 
margin of Form 1055 enter the notation “Age _____- ? 
and show the exact age of each living child, grandchild, ° 
or great-grandchild of the deceased payee. If any child, 
grandchild, or great-grandchild named in subparagraph 
(f) is an adopted child, enter the relationship of such 
person as “child adopted,” “grandchild adopted” or 
“oreat-grandchild adopted,” whichever is applicable. 
If none of the above kindred survive, enter the word 
“None” in subparagraph (f). 

(7) Subparagraph (g).—If both parents of the de- 
ceased payee of the U. S. Treasury check are also 
deceased, enter in subparagraph (g) the notation “Both 
parents deceased.” If, however, the deceased payee is 
survived by a mother, enter her name and address in the 
first line of subparagraph (g) and enter the word 
“mother” in the column headed “Relationship to in- 
testate.” In the event that the deceased payee is sur- 
vied by a father, enter his name and address and the 
word “father” on the second line of subparagraph (g). 
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If the father has abandoned the support of his family, a 
notation to that effect shall be entered opposite his 
name. 

If a deceased payee domiciled in either Kansas or 
New Mexico was an adopted child and is survived by 
both a natural parent (or parents) and a parent (or 
parents) by adoption, enter the names and addresses of 
all such parents. - ; 

(8). Subparagraph (h).—If the deceased payee is 
survived by one or more brothers or sisters (of the 
whole or half blood or by adoption) enter the name 
and address of each in the spaces provided in subpara- 
graph (h). Enter in the column headed “Relationship 
to intestate’ the word “brother,” “half brother,” 
“brother by adoption,” “sister,” “half sister,” or “sister 
by adoption,” whichever is applicable. 

In the event that one or more of such brothers or 
sisters are deceased and there are one or more sur- 
viving children of such deceased brother or sister, enter 
the name of the deceased brother or sister who was 
the parent of the surviving niece or nephew of the 
deceased payee. Following the name of such deceased 
brother or sister, enter (1) the notation “deceased 
parent of the following living niece/s,” “deceased 
parent of the following living nephew/s,” or “deceased 
parent of the following living niece/s and nephew/s,” 
whichever is applicable, and (2) the names of all such 
niece/s and nephew/s. Show in the column headed 
“Relationship to intestate” the relationship of the de- 
ceased parent (of a living niece or nephew) to the 
deceased payee of the U. S. Treasury check. Enter 
also the name and address of each surviving child, fol- 
lowed by the word “niece,” “niece—adopted,” “nephew,” 
or “nephew—adopted,” whichever is applicable in the 
column headed “Relationship to intestate.” Enter the 
exact age of each living person named in subparagraph 
(h). If none of the kindred survive, enter the word 
“None” in subparagraph (h). 

(9). Subparagraph (i).—Enter a statement showing 
the extent to which the claimant has benefited by any 
exemption or allowance (widow’s allowance, etc.) from 
the estate of the deceased. In the event that the claim- 
ant has received no such benefit or allowance, enter the 
word “None” in subparagraph (i). 

(10). Subparagraph (j).—The information required 
in this subparagraph must be entered. If the claimant 
is acting in a representative capacity, the notation “This 
claim is filed on behalf of the person/s named in sub- 
paragraph (a)” should be entered in subparagraph 
(j). In the event that the claimant is acting in a dual 
capacity (i. e., in his own behalf and also in the behalf 
of others) a statement to that effect should be entered 
in subparagraph (j). For example, if Mary Jones, 
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widow of Paul Jones, is filing a Form 1055 in behalf of 
herself and her minor child, Helen Jones, a statement 
such as “This claim is filed in behalf of Mary Jones, 
widow, and Helen Jones, minor child of Paul Jones, 
deceased” should be entered in subparagraph (j). 

If a creditor, other than an undertaker or person who 
paid the funeral expenses, is filing Form 1055, he must 
either (a) enter in subparagraph (j) a statement that, 
to the best of his knowledge and belief, there are no 
other creditors of the deceased payee having an equal 
or greater degree of preference, under the laws of the 
State in which the decedent was domiciled at the time 
of his death, than that of himself; or (b) submit with 
Form 1055 a waiver, Form ACP-73, executed in accord- 
ance with the instructions contained herein, from each 
creditor who does have an equal or greater degree of 
preference than that of himself. 

(11) Signature of claimant.—The claimant/s named 
in paragraph 1 of Form 1055 must have signed in the 
space provided. Any signature by mark must be wit- 
nessed. Where a widow (or other person) is filing a 
claim in behalf of both herself and minor children, she 
should sign Form 1055 twice—once for herself and once 
as custodian or guardian of the children. 


g. The affidavit of corroborating witnesses must be exe- 
cuted. It is necessary that this affidavit be made and signed 
by two persons other than the claimant, who were sufli- 
ciently acquainted with the deceased payee, the family of 
the deceased payee, and the claimant to certify that the 
statements on Form 1055 are true and correct. 

h. After Form 1055 has been completed in accordance 
with the foregoing instructions and the necessary accom- 
panying documents attached, the certificate of notary public 
must be executed by a notary, who shall also affix his official 
seal. 

i. Form 1055 signed by or on behalf of a relative or 
creditor must always be accompanied by the undertaker’s 
itemized bill. If the funeral expenses have been paid, this 
bill must be receipted by the undertaker. In addition, 
Form 1055 shall be accompanied by as many of the follow- 
ing documents as are applicable to the situation involved: 


(1) Form ACP -73, executed in accordance with the 
instructions contained herein, or a statement that the 
proper persons will not execute Form ACP-73. 


(a) If Form 1055 submitted by a relative of the 
deceased payee shows that the funeral expenses 
have not been paid, such relative must either obtain 
Form ACP-73 from the undertaker and attach such 
waiver to the Form 1055, or in the event that the 
undertaker will not sign a waiver, the claimant 
shall attach a statement to that effect to the Form 
1055. 


rr fos 


(yp 


Fi | 


12 


COUNTY OFFICE INSTRUCTIONS 


(b) If the funeral expenses of the deceased 
payee have been paid by someone other than the 
person who submits Form 1055, the claimant 
should either obtain and submit with the claim a 
Form ACP-%73, executed by the person who paid 
the funeral expenses (inasmuch as such person’s 
position is that of a creditor, he will execute Part 
II of ACP-73), or attach to the Form 1055 a state- 
ment to the effect that the person who paid the 
funeral expenses will not execute a waiver. 

(c) If a creditor who submits Form 1055 has 
not entered in subparagraph (j) of such form a 
statement to the effect that there are no other 
creditors of the decedent having an equal or greater 
degree of preference, under the laws of the State 
in which the decedent was domiciled, than that of 
himself, there must be submitted with the Form 
1055 a waiver (ACP-73) from each creditor who 
does have a right to share in the proceeds of the 
check, which right takes priority over or is equal 
to that of the claiming creditor. 

(d) If the deceased payee is survived by a 
widow and/or minor child, and if Form 1055 is. 
submitted by a creditor, such creditor must also 
submit either a Form ACP-73 executed in his 
favor by the widow and/or minor child or a state- 
ment to the effect that such widow and/or minor 
child will not execute a waiver. 

(2) Anyone who files a Form 1055 on behalf of a 
relative or creditor must submit with such claim docu- 
mentary evidence showing his authority to represent 
such relative or creditor. Such documentary evidence 
must fulfill the requirements of section C of ACP-16 
and must show the names of the persons represented, 
provided, however, that— 

If Form 1055, ACP-73 or any other document is 
signed by an adult who represents himself as custodian 
of a minor child, such custodian must submit an 
affidavit showing the relationship between himself and 
the minor child and the circumstances of the custodian- 
ship. If the custodian is acting on behalf of two or 
more minor children, the names of all such children 
must be shown. in the affidavit. 

(3) If Form 1055 is submitted by a minor, the claim 
must be accompanied by an affidavit, signed by a person 
who must certify therein that he has knowledge of the 
facts, stating that such minor is competent to receive 
and handle funds. 

(4) If the amount of the check is in excess of $100 
and Form 1055 is filed by a relative of the decedent 
there must be a showing, in addition to that required 
on the form with respect to funeral expenses, as to 
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whether there are any outstanding debts against the 
estate. Therefore, a claim filed by a relative must in- 
clude either a statement (on Form 1055 or on an at- 
tached sheet) that there are no debts or a listing of all 
such debts. 

(5). If the amount of the check exceeds $100 and 
Form 1055 is being filed by a creditor of the deceased 
there must be (in addition to the statements and waivers 
from the widow and/or minor children) either (a) a 
statement, signed by a member of the family of the 
decedent who states therein that he knows the facts to 
the effect that there are no other creditors of the estate 
having an equal or greater degree of preference under 
the laws of the State in which the decedent was domi- 
ciled, or (b) a statement, signed by the member of the 
family referred to above, listing all creditors of the 
estate, if such member of the family does not know the 
order of priority of the debts. 


j. Form 1055 and all of the required legal documents 
accompanying it, shall be distributed in the manner pre- 
scribed in paragraph B, 1, j of this Part III. If Form 
ACP-73 is submitted the original and one copy shall be sent 
to the State Office. One copy wiil be retained in the county 
office files and the remaining copy will be given to the 
claimant. 


C. Preparation of Standard Form 1055 When the Payee of the U. S. Treasury 
Check Is Incompetent 


If a payee of a U. S. Treasury check has been declared incompe- 
tent, only the legal guardian or committee of such incompetent 
payee is eligible to file claim for the proceeds of such check. 

1. Form 1055 submitted on behalf of an incompetent payee shall 
be prepared in quadruplicate in accordance with the instructions 
outlined in paragraph B, 1 of this Part III, with the following 
exceptions : 


a. The fifth line of paragraph 1 of such form shall be executed 
to show that the payee was declared incompetent. 

b. The term “guardian” or “committee” shall be entered on 
the first line of paragraph 5. 

ce. The guardian or committee must sign Form 1055 in the 
space provided. 


2. The guardian or committee must submit with the Form 1055 
either a certified copy of the court order of his appointment or some 
other document which fulfills the requirements of section C, 2, A of 
ACP-16. If such document shows that a year has elapsed since the 
appointment of the guardian or committee, a statement from the 
court showing that such appointment is still in force and effect must 
also be submitted with the Form 1055. 

3. Form 1055 and the legal documents accompanying it shall be 
distributed in accordance with the instructions outlined in B, 1, j of 
this part IIL. 
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D. Preparation of Form ACP-73, “Waiver of Right to Claim Agricultural 
Conservation Payment/s” 


1. Preparation of Form ACP-73 filed by a widow and/or minor 
child (or in behalf of a minor child) of the deceased payee of a 
U. S. Treasury check.—Part I of Form ACP -73 will be executed by 
a widow and/or minor child (or in behalf of a minor child) of a 
deceased payee only in the event that such persons are willing to 
waive in favor of an unpaid creditor their right to an amount of the 
proceeds of the check equal to the amount of the debt in order that 
the creditor may file a Form 1055 for the purposes of obtaining such 
amount. The county committee should make certain that the person 
who executes part I of ACP-73 understands clearly that the creditor 
named therein will be entitled to share in the proceeds of the check to 
the extent of the amount of the debt, if such creditor files a properly 
executed Form 1055. 

If ACP-73 is signed by a minor it must be accompanied by an 
affidavit, signed by a person who must certify therein that he has 
knowledge of the facts, stating that such minor is competent to re- 
ceive and handle funds. If the form is signed in behalf of a minor 
by a custodian of a minor child, such custodian must submit an 
affidavit showing the relationship between himself and the minor 
child and the circumstances of the custodianship. If the custodian 
is acting in behalf of two or more minor children, the names of all 
such children must be shown in the affidavit. Such affidavit must be 
attached to Form ACP-73. In the event that ACP-73 is signed in 
behalf of a minor by a legally appointed guardian, such guardian 
must submit with the ACP-73 documentary evidence showing his 
authority to act in that capacity. Such documentary evidence must 
fulfill the requirements of section C of ACP-16. 

Tf the amount of the check is greater than the amount due a cred- 
itor, the widow and/or minor child, regardless of whether or not such 
persons executed Form ACP 73 in favor of a creditor, may file Form 
1055 for the purpose of obtaining their respective shares of the 
amount remaining after the amout due the creditor has been deducted. 

A widow and/or minor child are not obliged to execute a waiver 
in favor of a creditor if they do not wish to do so. However, in the 
event that a creditor files a Form 1055 without such a waiver, he 
must submit a statement to the effect that the widow and/or minor 
child will not execute a waiver in his favor (both the Form 1055 and 
the statement shall be forwarded to the State Office) in which event 
an amount of the proceeds of the check equal to the amount of the 
debt will be withheld until either (1) an administrator is appointed, 
and such administrator files a properly executed Form 1055; (2) the 
creditor files notice (which notice must be forwarded to the State 
Office) that the debt has been paid by the widow and/or minor child 
or with funds belonging to the estate of the deceased, and the widow 
and/or minor child file a properly executed Form 1055; or (3) a 
waiver in favor of the creditor is obtained from the widow and/or 
minor child and forwarded to the State office. 

All of the information required in part I must be entered. The 
signature must be dated and witnessed by two persons. Part IL 
will not be executed. 
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2. Preparation of Form ACP-73 filed by a creditor of the de- 
ceased payee of a U. S. Treasury check.—Any creditor of the 
deceased payee who desires to waive his right to the proceeds of the 
check will execute part IT of ACP-73 and will enter therein all of 
the information required. The signature must be dated and also 
witnessed by two persons, Part I will not be executed. 

3. Distribution of ACP-73.—The original and one copy of 
ACP-73, together with any. supporting documents, shall be for- 
warded to the State office with the Form 1055 and other necessary 
documents. One copy will be retained in the county office files, and 
the remaining copy will be kept by the claimant. 


PART IV. CLAIMS UNDER PRICE ADJUSTMENT PROGRAMS 
A. Use of Form ACP-103 


Any claim for the proceeds of a check issued under a price ad- 
justment program and payable to a person who is deceased, 
imcompetent, or has disappeared must be made on Form ACP-103. 

The instructions for executing Form ACP-103 are printed on the 
reverse side of the form; however, in addition to determining that 
all of the required information has been entered on the form, the 
county committee shall determine the following: 


1. That each person who files a Form ACP-103 is entitled to 
all or part of the proceeds of the check, that each such person 
is named under the price adjustment program or parity payment 
regulations, as one eligible to claim the proceeds of the check 
in question. 

2. That there is no other person whose eligibility to receive 
the proceeds of the check takes priority over the eligibility of 
the person filing the ACP-103. Eligible claimants are entitled 
to payment in the order listed in the pertinent price adjustment 
or parity payment regulations. For example, if a mother or 
father of an incompetent payee is filing ACP-103, the county 
committee must be sure that the incompetent payee has no living 
spouse, adult son, adult daughter, or adult grandchild, inasmuch 
as each such person’s right to file claim takes priority over the 
right of the mother or father. 

3. That if the payee has disappeared, the date on which the 
claimant is filing ACP-103 is at least 3 months later than the 
date of disappearance entered in paragraph 1; and that the affi- 
davits required in the pertinent price adjustment or parity pay- 
ment regulations are presented to the county committee. 

4. Where a minor child is entitled to receive an amount in 
excess of $500, the person filing Form ACP-103 in behalf of 
such child is his legal guardian. 

5. If the payee has been declared incompetent, and the amount 
of the check issued to such incompetent payee is in excess of 
$500, the person/s filing ACP-103 is the legally appointed 
guardian or committee of the incompetent producer. 


It is important that determinations with respect to the above- 
enumerated points be made before Form ACP-103 is signed by a 
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county committeeman, who is required to certify that the claim is 
being filed by the proper person/s and in accordance with the regu- 
lations. 

Form ACP-103 has been printed in speedisets consisting of the 
original and three copies. After the form is completely executed in 
the county office, the original and first copy shall be forwarded to 
the State Office. One copy will be kept in the county office and the 
third copy will be given to the claimant. 


PART V. REFUNDS 


Whenever the county committee determines, or is advised by the 
State Committee, that a refund is due from any person because of 
an overpayment, misdelivery of a check, or for any other reason, a 
letter should be addressed, over the signature of the chairman of the 
county committee, to such person notifying him of the amount of the 
refund due, and the reason for the refund. In addition, the letter 
should indicate that the refund should be made in the form of a 
postal money order, certified check, or cashier’s check made payable 
to the “Treasurer of the U. 8.” 

Refunds received by the county committee should be promptly 
transmitted to the State Office with a memorandum, in duplicate, 
signed by a member of the county committee, setting forth the reason 
for the refund, the amount of the refund, the form of the remittance 
(money order, certified check, cashier’s check, etc.), the name of the 
person making the refund, the person whose account should be 
credited, the State and county code and the serial number of the 
application in connection with which the refund is due. 
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SET_-OFF PROCEDURE 


1. GENERAL INSTRUCTIONS: 


A. 


Programs to which procedure is applicable 


The procedure outlined herein is for use in making set-offs against 
applications for payment with respect to all programs administered 
through the State Office, inasmuch as payments due under the conser- 
vation, cotton price adjustment and sugar programs, and price adjustment 


' payments for wheat, cotten, corn, rice, and tobacco authorized by the 


Price Adjustment Act of 1936, are all subject to set-offs of amounts 


due agencies of the Federal Gavernment. 


Definitions 


The following térms, as used in this set-off procedure, have the meanings 
set forth below: . , 


i 


The phrase PROGRAMS ADMINISTERED THROUGH THES STATE OFFICE means all 
progrems with respect to which the epplications for payment are audited 
and certified for payment by the State Office, The phrase includes 

all conservation and renge programs, sugar beet programs, cotton 

price adjustment payment plans, price adjustment payments authorized by 
the Price Adjustment Act of 1938, etc. 


APPLICATION means any application for payment submitted in connection 
with any of the programs administered through the State Office (WR-311A, 
WR-311B, WR-312, WR-319, SB-310, ACP-90, ACP-96, ACP-97, ACP-98, etc.) 
forwarded to the adjustment clerk because the applicant is apparently 
indebted. 


REGISTER means Register of Indebtedness (Form C-1110) including all 
Forms C-1110Supplement A, all amendments issued in letter or any 

ether form by the Comptroller of the AAA, all items entered on Form 
C-1110 by the State Office, and also all items entered on Form WR-32’. 
or any Eee record which may hereafter be established. 

PERSON means a person as defined in the varieus bulletins and handbooks 
issued in connection with the program with respect to which the 
application is filed. 


APPLICANT means a person who signed an application fer payment. 


Such person may be an individual, partnership, association, Corparatiou 
estate or trust. If two nr more individuals sign an application as 
joint-ewners or joint-operators, all of such individuals shall be 
Considered as one applicant. 


ae ae 
Where any anplication, together with the instructions and audit pro- 
cedure with respect thereto, provide that a-payment shall be made to 
a person named on such application but who did not actually sign the 


form, such person shall -- unless the regulations with respect to the 
particular program prohibit the maxing of a set-off against the payment 
due such person -- be considered an apolicant for purposes of this 
procedure. : 


Where the instructions with respect to any program provide that one 
application -shall be -filed per farm or ranch, all persons interested 
in the farm of ranch saculd sign the same application. In such 
circumstances the term APPLICANT means (1) each person entitled to a 
certain share of the payment, or (2) two or more persons, such as 
joint-owners or joint-operators, who together are entitled to a certain 
share of the payment. The term APPLICANT does nct include all persons 
who filed the same application. 


The term APPLICANT also includts a widow of or successor in interest 

to a deceased person wicns.name appears on the cegister, such 
deceased debtor having cuntributed to performance for which application 
for payment is made, These facts should be set forth in a statement 
accompanying the application at the time it is forwarded to the adjust- 
ment clerk, and if such statement is not attached to the application, 
it must be secured before the set-off is made and the application 
released for payment. 


Any reference to Form AAA-372, shall also be considered as applicable 

to any similar form containing all of the information required on AAA-372. 
The adjustment clerk must, however, check any substitute form and 
determine that it does contain all of the information required on AAA-372. 


The following abbreviations have the meanings listed below: 


USDA -- United States Department of A:riculture 
AAA + Agricultural Adjustment Administration 
COC~ -+ Commodity Credit Corporation 

“FCA =~ Farm-Credit Administration 


n 


“PSA -~ Farm Security Administration co ‘ 
USDA agency -- any administration, corporation, or bureau of the USDA. 
GAO ---= General Accounting Office in.Washington, D. C. 


Preaudit Office -- local field preaudit office of GAO serving the 
State Office. i | 
RDO -- Regional Disbursing Office serving the State Offic 


ACP -~ Agricultural Conservation Program » 

RCP -+#:Range Conservation Program 

PAP. -—- Price Adjustment Payment Program, including all commodities 
(Wheat ecottonyicorny rice; and tobacco)’ for which payments 
are puthorized by the Price Adjustment Act of 1938._ 

SBP -- Sugar Beet Program ‘2 oe o 

CAP -- Cotton Price Adjustment Payment Program 
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€. ORDER means the Order Respecting Set-offs Entered by the Secretary 
of Agriculture on May 8, 1937, including all revisions and supplements. 


Joint-owners, joint-operators or a partnership indebted. Application 
submitted by one of such joint-owners ar joint-operators or by a member of 
the partnership, 


When joint-owners, Joint-operators, or a partnership is named on the 
register or on AAA-372, and the application for payment is filed by one 
Joint-owner, joint-operator or member of the partnership, a set~off in 
the full amount of the indebdtedness may be made against the payment due 
such person. Before making the set-off, however, the adjustment clerk 
must obtain information as to whether or not any of the other joint- 
owners, joint-operators or members of the partnership intend to file 
applications for payment. If so, a set-off will be. made against the 
payment due under each application after they have all been submitted 
to the State Office. 


Order of priority in making deductions 


Where any applicant is indebted to (1) more than one agency of the 
Federal Government, or (2) one or more agencies of the Gevernment and 
has executed an assigument, deductions of the amounts due each govern— 
mental agency and the assignee shall be made in the following order: 


ih gel Agricultural Adjustment Administration. Indebtedness resulting from -- 


* jGrants.of sid. 

Crop insurance advances. 

Overpayments under agricultural. conservation programs. 

- Overpayments under price adjustment programs, including failure 
to submit Form CAP-3 and failure to remit penalties under the 
marketing quota provisions nf the Agricultural Adjustment Act of 
1938, . 

Overpayments under sugar beet programs. 

f. Overpayments under commedity contracts. 


Bac 
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&. Commodity Credit Corporation -- all debts except those specified on 
AAA-372, | 


3, Farm Security Administratinn -- all debts except those specified on 
AAA-372, 


4, Farm Credit Administration -- all debts except those specified on 
AAA-372, ; 


5. Other USDA agencies ~- all debts except these specified en AAA-372. 


6. Any agency ar Depariment of the Federal Gavernment outside the Depart~ 
ment af Agriculture ~~ all debts except those specified on AAA~372. 


eo a 


7, Assignment on ACP-69 or request for set-off on AAA-372, whichever 
was filed first in the’ county office. 


For purposes of this paragraph, the date on which ACP-69 is filed 
shall be the date on which part I, properly executed, is filed in 
the county office. Leet te aia | 


All assignments reported on a multiple farm application have equal 
rights to share in the payment, as an assignment in favor of any 
agency or department of the Federel Government does not take priority 
over an assignment executed in favor of anyone outside of the Federal 
Government. 


a. In connection with a multiple-farm 1939 ACP apnlication filed 
by a person who executed one or more assignments and also a AAA-372, 
deductions will be made as follows: Cy assignments filed in the 
county office prior to the filing of the request for set-off, 
(2) request for set-off, (3) assignments filed in county office 
subsequent to the filing of the request for set-off. 
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Entering of data on the register 

Pursuant ‘to the set-off Order, the various administrations, corporations, 
and bureaus within the USDA will notify the State Office direct when 
debts due them are to be entered on the register. In signing the 
appropriate AAA form to be sent to the State Office, the proper official 
of the créditor agency certifies that the debt is one which comes within 
a specified classification of the Order and names the county in which 
the indebtedness is to be set up on the register. Hach AAA form must 

be completely executed, and should show the producer's account number; 
however, the account number may not be shown in every case. If the form 
is not completely executed (except for the account number) it shall be 
returned to the creditor agency for completion. The indebtedness will not 
be entered on the register until the applicable AAA form, properly 
executed, is received in the State Office, 


Debts will be entered on the register-upon -- 
1. Receipt of any of the following: 


a. Form AAA-371, which may be filed by any agency within the USDA. 

b. Form AAA-373, which may be: filed by FSA only. 

c. Form AAA-374, which may be filed by FSA only, 

a. Form AAA-386 Revised, which may be filed by CCC only. 

e. Form AAA-389, which may be filed by ccc only. 

f, Form AAA-~396, which may be filed by any agency within the USDA. 

g. Form C-1110 Supplement A from the Comptroller of the AAA. (The 

j State Office may receive C-1110. Supplement A representing an 
indebtedness under either classification (a) or (g), owing to any 
agency outside the USDA; whereas an indebtedness, under. either 
of such classifications, owing to a USDA agency. will be reported 
direct to the State on AAA-371 or AAA-396.) 


5 


h. A notice from any county office stating that a producer is 
indebted to the AAA and setting forth the reasons therefor. 


2, Discovery of an overpayment made under any AS ate Rin ey 
through the State Office. 


3. Determination, in accordance with the proper regulations, of the 
amount of a crop insurance advance. Where a producer received a 
1940 crop insurance advance, the indebtedness will be entered on the 
register upon determination of the correct premium based on the 
netice of seeded acreage. 


4, Determination, in accordance with the applicable regulations, that 
a person is indebted because he received a grant of aid. 


5. Determination, in accordance with prescribed regulations, that a 
person is indebted because he adopted practices which tend to defeat 
the purpases af a particular program. 


All of the information necessary for making a set-off will be entered 
on the register from the appropriate notice listed above, in order that 
complete information necessary for making a set-off will be obtainable 
from one source, namely the register. All entries on the register 
shall be made by the adjustment clerk. 


Removal of data from the Register 


When names are to be remaved from the register or when the amount of a 
debt is to be reduced, the changes must be made by the adjustment clerk. 


1. Items entered on the register by_the Comptroller, AAA (except those 
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below). 


If a commedity contract indebtedness is completely or partially 
liquidated by set-offs, the adjustment clerk shall, befere forwarding 
the apolicatien and accompanying forms to the scheduling and voucher 
unit, enter on the debtor's register card a notation showing the 
amount set off, the seriel number of the application against which 
the set-off was made, a description of the program to which the appli- 
cation relates, the date, and his initials. Permanent changes in 

the register, including the entry in the "amount due" column, will 

be made upen receipt of Standard Form 1096 from the RDO showing 

the certificate of denosit number. Later a Form C-1110 Supplement A 
will alse be received. This notice from the Comptreller sheuld be 
checked against the register in erder to determine that it agrees 
with the ameunt set off. | 


If a set-off is made in favor of an agency sutside the USDA, the 
State Office will receive Form C-1110 Supplement A, authorizing the 
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reduction of the debt, before a copy of the Certificate of 


. Settlement (AAA-367) is received, because the Comptroller will 


prepare the C-1110 Supplement A at the time he forwards the appli- 
cation, ACP-25 and AD-42 to the Office of Budget and Finance. 
Accordingly, the register will be corrected pefore the State Office 
ts notificd that GAO has actually made the set-off, and any other 
payment due the applicant may be released without regard to that 
particular indebtedness. : 


If a sct-off is made because the debtor-applicant received an over~ 
payment under one or more of the programs administered through the 
State Office, a grant of aid, a crop insurance advance, or because 
such debtor-apolicant defeated the purposes of a particular program, 
the adjustment clotk will enter the notation described in paragraph 
lL above beside the debtor's name on the register at the time he 
prepares the docwuents necessary for making the set-off. However, the 
register will not be permanently changed until a copy. of Form 1096, 
containing information relative to the amomt deposited with the 
Treasurer of tho United States is returned from the RDO. Where Form 
1096 is not usod, the register shall be corrected upon receipt of a 
copy of the schedule of disbursemonts from RDO. 


Items representing debts owing to the CCC, POA, or, FSA 
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a, voet-off being made. 


At the time the amount due the creditor agency is determined and 
entered on the application, the adjustment clerk shall enter on 
the register a notation such as that described in subparagraph 1 
of this paragraph F, Permanent changes in tne data regarding the 
sndebtedness will be made when the copy of the public voucher 
continuation shect on which the sct-off was scheduled and a copy 
of tho schedule of disbursements are received from the RDO. 


b, Notice of change received from creditor agency. 


Immediately upon receipt of a notice from the COC, FCA, or FSA 
that a person is no longer indebted or that the amount of in- 
debtedness is to be reduced, the adjustment clerk shall make the 
proper changes on such person's register card, 
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When the total indebtedness recorded for any applicant has been 
liquidated (by set-off, refund, or notice of revision from creditor 
agency or the Comptroller of the AAA, or by any combination of 
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such indications of reimbursement) the register card for such 
applicant shall be withdrawn from the active file and filed in an 
inactive register file, This will eliminate the necessity for 
checking applications for payment against any obsolete items of 
indebtedness, 
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Inasmuch as Forms AAA~372 are submitted to the State Office along 

with the applications to which they pertain, no WR-327 will have 

been prepared for such indebtedness, However, in order that a 

complote record of set-offs may be maintained in one place, the 
adjustment clerk shall, after detcrmining that a set-off is to be 

made, enter on a dlank card or shect of paper of the same size as WR27 
or other recom, .the name of the debtor~applicent, the form number and sorial 
number of the application against which the set-off is being made, 

the notation "AAA-372", and his initials. This reference shall be filed 
in the inactive file in accordance with paragraph 4 above. 


As soon as permanent changes in the register have been made in 
accordance with the above varagraphs, the adjustment clerk shall 
also prepare WR-327 Supplement A or other approved form-and forward 
it to the proper county office. 


G, Indebtedness discovered after application is certified for payment. 


i. 


If a payment due a producer is certified and the application forwarded 
to the Preaudit Office before the State Office is notified that such 
producer is indebted, a set-off will be made only in the event that 
the debt is owing to the AAA, If tho producer is indebted to any 
other Governmental agency, the check issued or to be issued will be 
delivered, 


If, however, the producer is indebted to the AAA, the State Office 
will request the county to return the check to the RDO. When 

that is done, the check shall be canceled for the reason that the 
payee is not entitled to it. The adjustment clerk shall then 
prepare an adjustment application against which the set-off will 
be made in accordance with the applicable procedure established 
herein, The signature/s of the applicant/s and county committee- 
inan on the adjustment application are not required, 


treasury_check returned for the reason that the payee is indebted, 


a. When a Treasury check is returned because the payee is indebted 
to the AAA, the procedure in paragraph 1 above is applicable. 


Ce 
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When a Treasury check is returned because the payee is indebted 
to. any USDA agency other than the AAA, the adjustment clerk will 
determine whether or not failure to make a set-off was due to 

an error in the State Office. If the State Office was on notice 
at the time the application was certified for payment that the 
producer was indebted, the adjustment clerk will request that the 
check be canceled. When that is done, an adjustment application 
will be prepared and the amount due the creditor agency deducted 
from the payment computed for the applicant under such adjust 
ment application. - 


When a Treasury check is returned because the payee is indebted 
to some agency of the Government outside the USDA, the adjustment 
clerk will determine whether or not failure to make a set-off 
was due to an error in the State Office, If the State Office 
Was on notice at the time the application was certified for 
payment that the producer was indebted, the adjustment clerk 
shall - 


(1) Prepare a memorandum on the reverse side of Form 1664A 
(original and first copy) requesting that the check be 
forwarded to the Claims Division, General Accounting Office, 
Washington, D. ©., because of the apparent indebtedness of 
the payee. Transmit the first copy of Form 1664A, signed by 
the Certifying Officer, to the RDO and attach the original 
Form 16644 to the original ACP-28 (prepared upon receipt 
of Form 1664A in the State Office). The other two copies 


of Form 16644 and the three copies of ACP-28 may be disposed of, 


(2) Prepare an administrative report on AD-42 in septuple, 

showing the name and present address of the payee and the 
amount of the check in the spaces provided. Delete the 

word "chargeable" following "Appropriation" and enter 
the symbol and title of the appropriation charged. The 
statement must show that, according to the records of the 
State Office the emount of the Treasury check No. , 
and the payee thereof are correct, but that the Regional 
Disbursing Office has been requested to forward the check 
to the Claims Division, General Accounting Office, because 
of the apparent indebtedness of the payee tosthe is : 
(It is important that the name of the Governmental agency 
involved, such as Internal Revenue, Treasury Department, etc., 
be entered in the statement on AD-42. The term "United 
States! is not sufficient.) The Certifying Officer shall 
initial the original and first two copies of AD-4e2 beneath 
"Director of Finance", and the name and address of the 
Certifying Officer shall be typed in the lower margin of the 
first copy. AD-42 will be dated and signed by the Director 
of Finance, 
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(3) The adjustment clerk will file one copy of AD-42 and the 
- original AOP+25 (with: 1664A attached). The original and 

five copies of AD-42 shall be forwarded to the Washington 
Office of the Western Division. One copy will be retained 
by the Western Division and the original and four copies 
forwarded to the Comptroller of the AAA who will complete 
the administrative report on Form AD-42, Thereafter the 
original and three copies will be forwarded to the Office 
-of Budget and Finance where. the original will be dated 
and signed.and forwarded to the Claims Division of the 
General Ascounting Office, The Office of Budget and Finance 
will keep one copy of AD-42 and return the remaining copy 
to the Yestern Division for transmittal to the State Office. 
This copy shall be filed with the other documents pertain- 
ime tothe case ver si: aa 


(4). The adjustment clerk shall make the proper notation beside 
the debtor's name on the register. 


(5) Upon receipt of two copies of Form AAA-367 showing that the 
case has been settled. by the GAO, the adjustment clerk 
shall withdraw Form ACP-28 and AD-42 from the files and 
enter on ACP-28 a notation regarding the action taken. 

The AOP-28 (with 1664A attached), the copies of AD-4e, 
end one copy of AAA-367 shall be filed with the file copy 
of the application for payment involved. The remaining 
copy of AAA-367 shall be forwarded to the proper county 
committee, 


d. When a Treasury check is returned because the payee is indebted 
to some agency of the Govermment other than the AAA, and the 
adjustment clerk finds that the payee is not listed on the 
register or that the State Office received notification of the 
indebtedness after the application was certified for payment, 
he shall return the original and first two copies of Form 16644 
to the RDO, requesting that the check be remailed to the payee. 


Forged Treasury Check -- Payee Indebted to AAA, 


Instances may arise wherein it is alleged that a Treasury Check has 

been forged and the adjustment clerk will find, when preparing areport 

for the Treasurer of the United States, that the payee is indebted. 

If a debt is owing to any Govermmental agency other than the AAA, the 
emount of the debt will not be deductod fron the amount of the check if 
the State Office received notification of the indebtedness aftor the 
application was originally certified for payment. In the event, however, 
that the payee, or deceased person for whose performance the payee filed 
application for payment, is indebted to the AAA, a set-off will be made 
in the manner outlined in paragraph 1 or & below, whichever is applicable, 
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1. Alleged forged_check_not_yet_paid by_Treasury. 


Ge 


Preparation of letter to Treasurer of United States. 


Where the letter from the Treasurer of the United States shows 
that the chéck has not been paid, prepare a reply in the form 


-. of a letter such as that outlined below. ‘The letter shall be 


prepared in quadruplicate on stationery bearing the Office of 
Budget and Finance letterhead. No date or signature will be 
entered; however, the Certifying Officer must initial the 


original and first two copies beneath the words "Director of 


Finance" and the name and address of the Certifying Officer 
must be typed in the lower margin of the first copy. Enter 
the appropriate information in the blank spaces. 


UNITED STATES DEPARTMENT OF AGRICULTURE 
OFFICE OF BUDGET AND FINANCE 
Washington, D. C. 


Treasurer of the United States, 
Accounting Division, 
Washington, D. C. 


. sir: Re: 


In reply to your letter of. » wherein 


you advise that payment of check numbered , dated 
, in the amount of $ , drawn by 
G. F. Allen, symbol | » payee 


Pulse at vets part = ENE eS) | 
was declined on account of an alleged forged endorsement of the 
payee's name, you are advised as follows: 


An examination of the records relative to the 
application for payment No. , executed by this payee, 
discloses the fact that the amount stated above is due this 
payee under such application. The records further indicate that 
this payee is reported to be indebted to the United States. 


‘It is requested that the above described check be trans- 
mitted to the General Accounting Office in order that proper 
settlement may be made. An administrative report, relative to 
the account of this payee, has been prepared by this office and 
is being transmitted to the General Accounting Office. 


Respectfully, 


Director of Finance. 


Ce 


de 
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Preparation of AD-42. 


The adjustment clerk will also prepare an administrative report, 
Form AD-42 in quintuple. Following "account of" enter the name 
and present address of the payee. Enter the amount of the check 
as the amount claimed. No entries shall be made following 
"Differences explained below" and "Approved for", Delete 
"Chargeable" and enter the symbol and title of the appropriation 
against which the check was drawn, The statement beginning 
"According to the records of the State Office, Western 
Division, AAA," must show that the amount claimed is correct but 
due to the fact that the payee is indebted to the AAA, the 
Treasurer of the United States is being requested to transmit 

the check to the General Accounting Office, The State and county 
code and serial number of the application under which the check was 
issued, together with the number and date of the check must be 
shown, The statement must also include the name of the commodity 
contract or the program out of which the indebtedness arose, the 
code and serial number of the contract or application involved, 
the amount of indebtedness, the symbol and title of the appro- 
priation to.be credited, the name of the Disbursing Officer and 
the D. 0. voucher number under which the overpayment was made, 
The Certifying Officer must initial the original and first two 
copies of AD-42, and the name and address of the Certifying 
Officer must be entered in the lower margin of the first copy. 
AD-42 will be dated and signed by the Director of Finance. 


Distribution of AD-42 and letter to Treasurer, 


The letter from the Treasurer of the United States, a copy of 
the letter addressed to the Treasurer of the United States, and 
a copy of AD-42 shall be filed. The original and two copies of 
the letter to the Treasurer of the United States, a copy of the 
letter from the Treasurer of the United States (such copy will 
be made in the State Office), and the original and three copies 
of AD-42 shall be forwarded to the Western Division. One copy 
of AD-42 will be returned to the State Office at the time the 
case is referred to the Claims Division of the General Accounting 
Office, When settlement has been made, the State Office will 
receive two copies of AAA-367, one of which will be sent to 

the. State accountant and the other to.the county office. 


Preparation and distribution of ACP-28. 


If the payee (or deceased) was indebted under a program 
administered through the State Office with respect to which a 
deduction was made for association expenses, the adjustment clerk 
shall, immediately wpon receipt of Form AAA-367, prepare and 
distribute ACP-28 in accordance with the procedure established 

in Section II, paragraph A or B, whichever is applicable, with 


the following exceptions: 
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(1) Following "Nature of Remittance". enter the notation 
"Deduction from U, S. Treasury check No. pk Seed 
. under Form mhinenlios ," showing the check 
number together with the form number and State and county 
‘code and serial number of the application for payment in 
connection with which the check was issued. - 


(2) Enter in the spaces provided the D. 0. voucher number under 
. which the application in question was-paid and the date of 
-guch voucher. This information will be obtained from the 
copy of the Schedule of Disbursements on which the appli- 
cation was scheduled for payment. 


(3) The statement beneath "Action Taken" must show that it was 
alleged that the Treasury check referred to above ‘has been 
forged, that the payee or deceased person for whose per- 

' formance the payee made application for payment was in- 
debted to the AAA as the result of an overpayment under the 
-application listed, and, therefore, the case was referred to 
the Genoral Accounting Office in Washington, D..0., under 
date of (enter the date on which AD-42 was signed by 
the Director of Finance), Also include the fact that the 

State Office is in receipt of Form AAA-367, Certificate 
No. , Claim No. (which numbersappear on the 

_ form) showing that a settlement has been made by the General 
Accounting Office. Enter the symbol and title of the 
appropriation credited with the deduction. 


(4) The adjustment clerk will file one copy of ACP-28 with the 
application in connection with which the check was drawn 
ond will file another copy with the State Office copy of 
the application under which the overpaynent was nade. One 
copy of ACP-28 shall be forwarded to the State accountant 
and one copy shall be forwarded to the Control Accounts and 
Reports Section, AAA, Washington, D. CO. 


If the payee (or deceased) was indebted under a connodity contract 
progran, the 1935 Cotton Price Adjustment Progran, the 1937 Cotton 
Price Adjustment Payment Plan, or any other progran with respect to 
which no deduction for adninistrative expenses was made on the 
overpaid application, or if the indebtedness is the result of a 

grant of aid or a crop insurance advance, Form ACP-28 will not. be 
prepared inasmuch as there need be no adjustment in the administrative 
expense account, The copy of Form AAA-367, the letter from the 
Treasurer of the United States, the copy of the letter to the Treasurer 
of the United States, and the copies of AD-42 shall be filed with the 
file copy of the application in connection with which the check was 
issued,. 


The adjustment clerk shall make the proper changes on the register 
upon receipt of form AAA-367, 
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2. Forged check paid by Treasury and amount recovered from endorsers 
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a. Preparation of letter to the Treasurer of the United States. 


When the letter addressed to the State Office by the Treasurer 
of the United States shows that the proceeds of a forged 
Treasury check have been recovered, the adjustment clerk will, 
if the payee is indebted to the AAA, prepare a reply in letter 
form such as that outlined below. (If the indebtedness is equal 
to or greater than the amount of the check, the last sentence 
will be omitted.) The letter will be prepared in quadruple. 

The Certifying Officer must initial the original and first two 
copies, | 


UNITED STATES DEPARTMENT OF AGRICULTURE 
- OFFICE OF BUDGET AND FINANCE 
WASHINGTON, D. C. 


.Treasurer of the United States, 
Accounting Division, 
Washington, D. 0. 


Sirs Re: 
In reply to your letter of , relative. to 
check No. , dated for $ drawn by 
G F, Allen, symbol , to the order of ; 


the amount of which has been recovered through the endorsers 
because of the forged endorsement of the payeo's name, you 
are advised as follows: 


An examination of the records of the State 
Office relative to the application No. ; 
executed by this payee, discloses the fact that the payee is 
indebted to the United States in the amount of $ ‘ 


That amount should, therefore, be deposited to the appropriation 
1 There appears no reason why payment should not 

be made to , in the amount of $ , provided 

such person has not received the proceeds of the original check. 


Respectfully, 


Director of Finance, 
De MOL etrpoutiorm of letter to the Treasurer of the United States. 
The adjustment clerk shall retain one uninitialed copy of the 


above letter and forward the original and two copies, together with 
a copy of the letter from the Treasurer of the United States to 
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the Western Division for transmittal to the Office of Budget 

and Finance where the original will be signed and forwarded to 

the Treasurer of the United States. When settlement has been 

made, the State Office will receive notice thereof from the 
Western Division. 


od, Preparation and Distribution of ACP-28. 


If the payee (or deceased) was indebted under a program ad- 
ministered through the State Office with respect to which a 
deduction was made for association expenses, the adjustment clerk 
shall, immediately upon receipt of notification of settlement, 
prepare and distribute ACP-28 in accordance with the procedure 
established in paragraph H, 1, a, of this Section I, except that 
the statement beneath "Action Taken" shall contain information 

to the effect that it was alleged that the Treasury check des~ 
cribed above was forged and the amount recovered from the endorsers, 
that the payee (or deceased) was indebted to the AAA as the result 
of an overpayment under the application listed, and therefore, the 
Treasurer of the United States was requested to deposit $ (the 
amount of indebtedness or the amount of the check, whichever is 
smaller) to appropriation (showing the symbol and title of 
the appropriation credited) and to issue a check in'the amount of 

$ (balance of check, if amy) to the payee. The statement 
shall also include a sentence identifying the Treasury form received 
from the Western Division showing the action taken by the Treasurer 
of the United States. 


d. In the event that the producer was indebted under a commodity con- 
tract program, the 1935 cotton price adjustment program, the Loar 
cotton price adjustment payment plan, or any other program with 
respect to which no deduction for administrative expenses was made 
on the application, the notification of settlement, the copy of the 
letter from the Treasurer of the United States, and the copy of the 
letter to the Treasurer of the United States shall be filed with 
the file copy of the application with respect to which the check 
was drawn, ACP-28 will not be prepared, 


e, The adjustment clerk shall make the proper changes on the register 
upon receipt of the notification of settlement. 


Minimum amount to be set off. 


If the total amount listed opposite a producer's name on the register is less 
than $1.00 a-set-off will not be made unless (1) the debt arose in connection 
with a program administered by the State Office and the issuance of a payment 
to the proper person is dependent upon recovery of the overpayment through 

a set-off, or (2) a charge inthe amount of the debt has been raised against 
the disbursing officer or the certifying officer. 


Signature of Certifying Officer. 


In many instances throughout this procedure the signature of the certifying 


bie 


A. Avoplicant 
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officer is required on a form of which a number of copies are prepared. 
Unless the procedure specifies that the certifying officer shall sign the 
original and one or more copies, only the original of the form need be 
Signed. A facsimile signature will be entered on all copies on which an 
original signature is not required. 


APPLICATION FILED BY ONLY ONE APPLICANT, SAME APPLICANT LISTED ON REGISTER 
AS INDEBTED TO THE UNITED STATES, NO ASSIGNMENT, 


The procedure set forth in this Section II is to be followed when an appli- 
Cation is filed by - (1) Only one person and such person is indebted; or (2) 
Joint-owners or joint-operators (who together are entitled to receive all 

or a part of the owner's or operator's share of payment) and the same persons 
are indebted as joint-owners or joint-operators; or (3) A partnership, firm, 
Corporation, etc., and the same partnership, firm, corporation, etc., is in- 
debted; or (4) A widow of or successor in interest to a deceased person whose 
name appears on the register and such debtor contributed to performance for 
which application for payment is filed. (These facts should be set forth in a 
statement accompanying the application at the time it is forwarded to the ad- 
jJustment clerk. If the statement is not attached it must be secured before a 
set-off is made.) 


If an application for payment is signed by any one in addition to the person 
referred to above, the set-off will be made in accordance with the procedure 
outlined in Section V or Section VI. 


ADJUSTMENT CLERK 


indebted to AAA ~ Overpaid under 1936 ACP 


or deceased 


or RCP. 


When the register shows that the applicant (or deceased person who contri- 
buted to performance) is indebted to the AAA and such indebtedness arose 
from an overpayment under the 1936 ACP or RCP, a set-off shall be made in 
the following manner. 


1. Preparation of Form ACP-28. 
The adjustment clerk shall prepare ACP-28 in quadruplicate with only 
the following items entered thereon: 


a. Enter the applicant's name in the space provided. 


(1) If the applicant is the widow of or successor in interest to 
a deceased debtor or the administrator or executor of a 
deceased debtor's estate and it is détermined that a set-off 
will be made, enter the name of the deceased debtor on the 
line entitled "Applicant's Name." 


b. Following "Nature of Remittance" enter "Set-off against payment 
due under Form <i Os " showing the Form number 


Shey 


(WR-311, WR-312, WR-319, SB-310, etc.) and the State and county 
code and application serial number. 


In the space above "State and County Code No." enter the 

notation "Overpaid application WR-11", "Overpaid application 
WR-12", or "Overpaid application WR-19", whichever is applicable, 
and enter the State and county code and application serial number 
of the Form WR-11, YWR-12- or WR-19 in the spaces provided. 


Enter the amount of indebtedness after the "$" sign. 
In the space beneath "Action Taken" enter a statement showing ~- 


(1) That the applicant is indebted to the AAA because of an over- 
payment under the 1936 ACP or RCP, or that the set-off is 
being made against a payment due the applicant who is 
applying for payment for performance contributed by the 
deceased who received an overpayment under the 1936 Program. 


(2) The symbol and title of the appropriation to be credited 
which is the symbol and title of the appropriation (printed 
on ACP-14) under which the overpayment was made. 


(3) The administrative number of the AGP-13 form on which the 
overpayment was scheduled. 


(4) The name of the Disbursing Officer by whom the overpayment 
was made and the D. 0. Voucher number. 


(5) That "Payment to U. S. Treas. is scheduled on Form . 
Administrative No. ; and on Standard Form 1096, 
Schedule No. ot 


Beneath the statement, enter the appropriate notation, as described 
below, regarding the proper adjustment to be made in the administm- 
tive expense account for the year 1936. Precede such notation by 
the statement "Adjust 1936 administrative expense account." If an 
overpayment was made under a 1936 range application signed by more 
than one operator, the amounts to be entered in the aporopriate 
notation must bear the same relationship to the total amount of 
administrative expense that the debtor-operator's share of thé pay- 
ment bears to the total payment. 


(1) Where the entire amount of the indebtedness is set off. 


(a) If initial and final or full payment checks were issued 
under the 1936 application from which the overpayment 
arose, enter on ACP-28 the amount of administrative 
expense previously charged, the correct amount of 1936 
administrative expense, and the adjustment which should 
be made. This information will be set forth in the 
notation-- 
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Administrative expense previously charged....$ 
Correct amount of 1936 Adm. expense.......--- $ 


Deo Pease rASauc SiON eses \ ow baa aes eee ee oo 


(b) If only the initial payment check was issued under the 
1936 application and such jnitial payment was in excess 
of the total amount due the applicant, the amount of 
administrative expense will not have been charged. Where 
a set-off is being made because of such overpayment, it is 
necessary that the correct amount of administrative 
expense shall be indicated by the notation 'Tncrease 
Deduction $ at 


(2) Where the amount set off is less than the amount of indebted- 
ness (the payment under the applicetion being smaller than 
the indebtedness) —- 


(a) If initial and final or full payment checks were issued 
under the 1936 Application under which the overpayment 
was made, the adjustment in the 1936 administrative 
expense account must bear the same relationship to the 
amount previously charged which the amount of the set- 
off bears to the total indebtedness. For example if an 
applicant was overpaid in 1936 in the amount of $100 and 
a set-off of $50 is made, the 1936 administrative expense 
account shall be reduced by an amount equal to only 50% 
of the amount previously overcharged, because the set-off 
is only 50% of the total indebtedness. 


In such case the notation on the ACP-28 should contain 
the following items: 


Adjust 1936 administrative expense account: 


1936 adm. exp. charged under original 


applicationter seen ce Pe iiatlew ees digo ee eS 
Correct amount of 1936 adm. exp.........- .$ 
AmOUnt OVETCHATLEG. «tee tsk a cts sa ye pals os $ 
Decrease deduction ( % of amount 

overcharged because set-off repre- 

sents same percent of indebtedness)..... $ 


In the above notation the "correct amount of 1936 adm. 
exp." represents the total amount of administrative 
expense computed under the 1936 adjustment application. 
The amount overcharged is the result determined by sub- 
tracting the entry on the second line from that on the 
first line. (This is the amount which would be entered 
in the notation "Decrease deduction $ " af the 
set-off were equal to the indebtedness.) The entry on 
the fourth line must be the same percentage of the entry 


ES 


on the third line which the set-off is of the indebtedness. 
Therefore, if the set-off is 50% of the debt, the entry on 
the fourth line must be 50% of the entry on the third line. 


Where the balance of the debt is set off at a later date 
or where a refund of the balance is received from the 
applicant, the ACP-28 prepared at the time the second set- 
off is made or the refund is received shall contain the 


following information: 


Adjust 1956 administrative expense account: 


1936 adm. exp. charged under original 
ayaliGarionuy oem tee. ee re 8 
Correct amount of 1936 adm. enue. aby eae ara: 


Amount overcharged.........-. The ae Aes e 
Less amount deducted at time of set- 
off against payment due under Form 


No. , state and county code 
and serial No. _ heen orate Sei ade Meg ae 
Decrease deduction..... i. Pee Sa? Spe Ny 2 $ 


The amounts entered on first four lines shall be the same 
as those on the first four lines of the notation des- 
cribed above. If the total amount of both set-offs (or 

the first set-off and the refund) equals the amount of 

the 1936 overpayment, the entry on the fourth line in the 
above notation, plus the entry on the fifth line must equal 
the entry on the third line. 


If the second set-off (or refund) is not equal to the 
balance remaining due the Government after the first set- 
off has been made, the second ACP-28 shall contain the 


following notation: 
Adjust 1936 administrative expense account; 


1936 adm. exp. charged under original 
BOO L Catt OMe ni estimate ey Abe mea 
Correct amount of 1936 adm. expense........$ 


Amount overcharged....... ae eae Repo an: 
Less amount deducted at time of set-off 
against payment due under Form No. 
, State and county code and 
serial No. A ht ge  hathrs He negra 


Amount remaining overcharged........ee-e+00$ 

Decrease deduction by yagh of amount re- 
maining 6vercharged because set-off 
represents same percent of amount ré- 
maining due the Government)......... Pere is: 


san 


Then where the total overpayment is finally liquidated by 
& third set-off (or refund) , the notation on ACP-28 shall 
be as follows: 


Adjust 1936 administrative exnense account: 


1956 adm. exp. charged under original 


cel Aah a Ore oN iil satis Rou eit ats Sows fore $ 
Correct amount of adm. OXpeNnse......ssseee Pee ae: 
Po uiteeOy OUCNAT CON en) emu Niesys 6's ooo eves dees $ 
Less -- 


Amount deducted at time of set-off 

against payment due under Form 
State and county code and 

CO Sia ae a oe nae ess cs Se sis 


Amount deducted at time of set-off 
against payment due under Yorm 

State and county code and 
serial No. _ > oR eee eee g 


Uy 


(If a refund has been received, change 
wording accordingly.) 


Decrease deduction (third line minus 
eee ne ee Peer ne ear ciara v's Ks ode bw dpe Ree $ 


(b) If only the initial payment check was issued under the 1936 
application and such initial payment was in excess of the 
total amount due the applicant, no administrative expense 
will have been charged. Therefore, when the amount of the 
set-off is less than the amount of the 1936 overpayment, the 
administrative expense account shall be increased by an 
amount which bears the same proportion to the correct amount 
of administrative expense that the set-off bears to the 
indebtedness. The notation on ACP-28 should contain the 
following items: 


Adjust 1936 administrative expense account: 


Correct amount of 1936 adm. exp. ........ $ 
Increase deduction ( 4 of amount 
on first line because set-off re- 
presents same percent of indebted- 
HeskW. +< hedwat Deets rat Re ee $ 


The "correct amount of 1936 adm. expense" represents the 
amount of administrative expense computed under the 1936 
adjustment application. 


Se Ones 


Where another set-off is made at a later date (or where 
a refund is received) and such set- off or refund is not 
equal to the balance due the Government the notation on on 
ACP-28 prepared at the time such set-off is made will 
contain the following items: 


Adjust 1936 administrative expense account: 


Correct amount of 1936 adm. exp. ......-+- . $ 
Less amount charged at time set-off 
against payment due under Form 
, State and county code and 


serial No. Was AAHOOORE Gd owen ks Pore 
‘Amount S€111 to be "charged... .cssenes-> gene 
Increase deduction ( 4 of entry on' 


third line because set-off represents 
“same percent of amount remaining due 
the Government) eoeeoeveeeweeevereeeee ervereree eee e $ 


(If a refund is received, change the 
wording accordingly. ) 


Then where the total overpayment is liquidated by a 
third set-off (or refund), the following notation 
shall be entered on ACP-28: 


Adjust 1936 administrative expense sccount: 
Correct 1936 administrative expense account: $ 


Less: ° 
Amount charged at time set-off. 
against payment due under Form 
, State and county code and 
serial No. » WAS Made. ..ceee. 3 


Amount charged at time set-off 
against payment due under Form 

, State and county code 
and serial No. , was made..... $ 


$ 
(If a refund has been received, change 
wording accordingly. ) 
Amount yet to be charged. rte Soe 


Increased deduction (100% of entry 
on third line because set-off 
represents same percent of amount 
remaining due the Government).........+.. $ 


a By eee 


& The adjustment clerk shall enter his initials beside the 
line for the signature of the Officer in Charge. 


Sc De ee ee ee 


a. Application on which lines for deductions are provided. 


If the application (such as WR-311A, 311B, 312, or 319) contains 
a space for the amount of the indebtedness and the explanatory 
statement, this information may have been entered in the county 
office, 


Where the information regarding the indebtcdness does not appear 
on the application, the adjustment clerk shall enter the amount 
of the debt, the explanatory statement and the amount to be set 
off, The explanatory statement shall read "SET-OFF FOR AAA-1936 
ACP" (or ROP, where applicable). The amount to be set off 

shall be the smaller of (1) the amount of the 1936 ACP or ROP 
indebtedness or (2) the applicant's payment less association 
expenses; provided, however that where there are other deductions 
having priority over the 1936 ACP or RCP indebtedness, the 

mount to be sot off shall be the smaller of (1) the mount of 
the indebtedness or (2) the result determined by subtracting all 
such deductions having priority from the applicant's payment less 
association expenses. (Where association expensos are not to be 
deducted from the payment computed under the application against 
which the set-off is being made, subtract the sct-off and any 
other deductions from the applicant's payment irstead of from 

the "applicant's payment less association expenses.") 


If information regarding the indebtedness has been entored in the 
county office, the adjustment clerk shall check the entries, 
correct them where necessary, and determine the amount to be set 
off, The explanatory statement need not be worded exactly the 
same as that described above, but it must show the agency to whom 
the applicant is indebted and the progrem in connection with 
wnich such indebtedness arose, 


The method of entering the set-off on 1939 ACP and ROP appli- 
cations is outlined below. (Where an assignment is reported on 
the application follow the procedure in Section IV.) 


(1) Where WR-311A, 311B or 311 Thomas County is filed by the 
debtor apXlicant, enter - - 


(a) "SET-OFF FOR AAA--1936 ACP" (or RCP) in the Payment Data 
section, column (a), line 3, 4, or 5. 


(b) The amount of indebtedness on the same line in column 
(ob). This amount will be taken from ACP-28, 


(2) 


(3) 


satic 2 
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The amount to be set off on the same line in column (c). 

This amount shall be the amount of indebtedness or the 

amount on line 2, column (c), whichever is smaller; 

unless there are other deductions having priority over the. 

1936 J0P or RCP set-off, in which event the amount to be 

sot-off shall be the smaller of (1) the amount of indebted- 

ness or (2) the entry on line 2, column (c) less the sum 

of all deductions having priority. y 


The payment for the applicant on line 6, column (c). This 
anount shall be determined by subtracting the sum of the 
set-off and any other deductions from the entry on line 2, 
column (c). If the result is zero enter an "0", 


Where WR-312 or WR-312 Thomas County is filed by the debtor~ 
applicant, enter -—- 


(a) 


"SBT-OFF FOR AAA---1936 ACP" (or ROP) in Section II, on 
line 4, 5, or 6 beneath columns (d) to (h) inclusive. 


The amount of indebtedness on the same line beneath columns 
(3).end cebs 


The amount to be set off on the same line in column (i). 

In determining this amount follow the procedure in paragraph 
(1),-.(c), «above,,-eubstituting Mine 3" \for @iine 2". 

The payment for the applicant on line 7, column (i). This : 
anount shall be determined by subtracting the sum of the 

set-off and any other deductions from the entry on line 3, 
column (c).. If the result is zero enter an "0", 


Where WR-319 is filed by the debtor-applicant, enter -- 


(a) 


(b) 


"SET-OFF FOR AAA--1936 ACP" (or RCP) in the first column 
of..séctilonu.l i Ljaaline Aaorenuc 


The enount of indebtedness. This amount, which will be 
taken from ACP+28, shall be entered on the same line in 
the column beneath the indebted applicant's name and 
encircled. 


The amount to be set off. This amount gall be entered on 
the same line and in. the same column with the amount of in-~ 
debtedness but shall not be encircled, The amount to be set 
off shall be the encircled entry representing the indebted- 
ness or the entry on line 8 in the same column, whichever is 
sialler; unless there are other deductions having priority 
over the 1936 ACP or RCP set-off, in which event the amount 
to be set off shell be the smaller of (1) the encricled entry 
representing the indebtedness or (2) the entry on line 8 in 
the same column less the sum of all deductions having 
priority. 


(ad) The payment for the debtor-applicant in the same column on 
line 3. This amount shall be determined by subtracting the 
sum of all deductions from the entry on line 8 in the same 
column, If the result is zero, enter an "0", 


The amounts due all other applicants and assignees whose 
Nemes appear on the same WR-319 should have been determined 
and cntered before the application was forwarded to the 
adjustment clerk, However, if such cntries have not been 
made, the adjustment clerk shall make thom in accordance with 
the rcgular audit proccdure, 


Application on which lines for deductions are not provided, 


If there is sufficient space in tho lowor margin of the application, 
enter (on the original and all copics) tho following notation with the 
correct data in the blank spaces: 


Payment for Ps. Rie ee HE: 
Set-off for AAA -- 1936 ACP GOUNG Tie haus 4. $ 
Actual psynent for above-nancd applicant $ 


Following tho word "for" on the first line enter the nane of the 
indebted applicant and, following the $ sign, enter the sanount which 
would be paid to such applicant were it not for the 1936 indebtedness, 
This anount is the paynent computed for the applicant less the sum of 
all deductions having priority over the 1936 indebtedncss, On the 
second line enter the anount of indebtedness shown on ACP-—28 or the 
anount of payment entered on the first tine (of the notation, whichever 
is smaller, The snount to be entered on the third line of the notation 
is the result determined by subtracting the entry on the second line 
from that on the first line. 


In the event that there is not sufficient space to enter the above 
notation on the application for payment, it will be »ecessary to write 
the statement on other sheets of paper and attach a copy to each copy of 
the apolication. Particular care must be taken to see that the 

notation is securely fastened in a conspicuous place, 


The actual payment for the applicant, as determined and entered on the 
last line of the notation described above, shall be transferred to the 
appropriate line of the application. Where the application for payment 
is made on Form ACP-90, ACP-96,. ACP-97, ACP-98, SB+310 or any other 
form where the payment for the applicant, as determined and entered in 
the appropriate space before the form is forwarded to the adjustment 
clerk, is the amount which would be scheduled for such applicant on 

the continuation sheet if the applicant were not indebted, the adjustment 
clerk shall, aftor detcormining the actual payment for tho aoplicant, 
encircle the payment computed for the applicant before tho form was 
submitted to the adjustment clerk and shall enter beside the encircled 
figure the amount due the applicant after the set-off has been 
deducted. If any total is affected, it shall also be encircled and the 


correct total entered. For example, if a producer who filed POE—-SO as 
indebted, the payment due such producer will have.been entered on the 
appropriate line in the Amount column of. Section III before the case 
is submitted to the adjustment clerk; therefore, after the adjustment 
clork has computed the actual payment for the applicant, he will enter 
such amount on the appropriate line in Section III of ACP-90 and Wa 
encircle the original entry on such line, The original total of the 
mount column shall also be encircled and the correct total entered 
in’ dieu thereof. 


The adjustment clerk should enter his initials and a reference to the 
debtor's register card on the State Office file copy of the application. 


Forward the original application and all four Forms ACP-28 to the Scheduling 
and Voucher Unit where the voucher forms will be prepared, The State Office 
file copy of the application and all other documents shall be filed. The 
county office file copy of the application shall be hold in the place 
provided for such purpose until a copy of the Schedule of Disbursements 

on which such application was scheduied is returned by the General Account 
ing Preaudit Office. 


SCHEDULING AND VOUCHER UNIT 


Each application for payment shall be scheduled on the continuation 

sheet orovided for use in connection with the program with respect to 
which the application for payment is filed, Although only one form is 
provided for use in scheduling range and crop applications, range appli- 
cations should not be listed on the same sheet on which crop applications 
are listed. Applications from persons who are not indebted.and appli- 
cations from those who are indebted may be listed on the same continuation 
sheet. Applications with respect to which assignments have beon executed 
may also be listed on the same continuation sheet, 


Five copies shall be prepared -- the original on white and all carbons 

on yellow. ‘The information in the heading of the form shall be entered 

in the manner prescribed in the regular audit procedure, The payment 

for each applicant not indebted shall be scheduled in accordance with the 
instructions in the regular audit procedure, and any amount due the person 
against whose payment ea set-off is being made shall be scheduled as follows: 


a. The application serial mumber, and the name and address of the payee 
(applicant) shall be entered in columns (a) and (b) respectively. 
The amount to be entered on the same line in the Amount or Payment 
column must be the amount for which a check should be drawn; i.¢., 
the unencircled amount cntered in the space provided on the application 
opposite the applicant's name, 


b. On the noxt line enter the amount of indebtedness as follows: 


(2) 


(3) 


(4) 


a Oe 


In column (a) enter the serial number of the apvlication 
against which the set-off is being made. 


In column (b) enter "Treas., U. S." followed by the symbol 
and title of the appropriation to be credited (as shown on 
Form ACP-28) and the name of the applicant. 


(a) If a number of set-offs credited to one appropriation are 
being scheduled on the same continuation sheet, the symbol 
and title of the appropriation need not be entered for each 
set-off; provided, however, that an asterisk precedes 
"Treas. U. S." (¥*Treas. U. S.) and the notation "*Appro- 
priation to be credited: " with the symbol and 
title shown in the blank space is entered at the bottom of 
the sheet, When this procedure is followed, be sure to 
enter the asterisks properly. Otherwise the appropriation 
will not be identified and the lot will be suspended by the 
Preaudit Office. 


In the Amount or Payment column enter the amount of indebtedness 
being deducted, This amount will appear in the space provided 
on the application or on the second line of the notation entered 
on the apolication by the adjustment clerk. 


In the "Check number" column enter a cross-reference to the 
schedule number of the Form 1096 upon which this particular 
deduction is being scheduled for deposit. (See paragraph 8, 
a, below.) 


(a) If a number of set-offs credited to one appropriation are 
being scheduled on the same continuation sheet, and entries 
in column (b) have been made in accordance with subparagraph 
(2), (a), of this paragraph b, the form 1096 schedule number 
need not be entered opposite each set-off. Instead, enter 
two asterisks in the Check No. column, and at the bottom 
of the sheet enter the notation "** Standard Form 1096, 
Schedule No. " showing in the blank space the number of 
the form 1096 on which the set-offs are being scheduled. 


The total shall represent the sum of all amounts in the Amount or 
Payment column. 


If the amount of indebtedness is equal to or greater than the payment 
due the applicant, the entries required in paragraph b above are 
sufficient and the entries outlined in paragraph a will not be made. 


The entries on the continuation sheet shall be verified and the amount 
of administrative expense determined and entered in accordance with 
existing procedure. 


Pate tee 


(1) The adding machine total of the Amount Payable under sugar 
applications must include the amounts being set off. 


(2) The adding machine total of payments under the price adjust- 
ment program shall include all unencircled entries in the 
Amount column of the applications and all set-offs made 
against such applications. 


The Public Voucher form shall be prepared in accordance with the 
regular audit procedure with the following entries in addition: 


a. After the name of the first payee and the words "et al" enter 
i payees'', showing the total number of payees listed on 
the continuation sheet. In determining this total, the Treasurer 
of the United States shall be considered as one payee regardless 
of the number of AAA set-offs listed on the continuation sheet. 


bd. In the blank space beneath the certificate enter -- 


i Paeveosal sa. $ " entering the amount being approved 
on this voucher for the applicants 
and the assignees of applicants not 
indebted. 


"Forms 1096 ..... ras) " entering the total amount being 
————— scheduled on all forms 1096 accompany- 
ing the voucher. 


Motel 's ce eae $ " entering the sum of the amounts on the 
two preceding lines. This total must 
agree with the amount shown in the 
certification as the "net payments 
azesregating." 

Preparation of the Schedule of Disbursements 


The Schedule of Disbursements (ACP-22, Standard Form 1064, etc.) shall 
be prepared in accordance with the regular audit procedure. 


Prepare nine copies (original and 8 carbons) of Form 1096, "Schedule 
of Voucher Deductions". All deductions scheduled on all Continuation 
Sheets and Public Vouchers covered by one Schedule of Disbursements 
may be listed on one Form 1096. 


a, Enter the schedule number in the upper right-hand corner, beginning 
with a new series for each program. The schedule number shall 
include the year and program with respect to which the application 
against which the set-off is being made was filed. The numbers 
will begin with 1 and continue consecutively, as follows: 


1938 ACP - ) 

1938 RCP - ) 

1236 Sugar — ) followed by the number next in order 
1939 PAP - Wheat - ) in the present series. 

1939 PAP -~ Cotton - ) 

1939 PAP ~ Corn - i+) 

1939 PAP. Rice — ) 


1939 ACP ~ 1 
1939 ROP = j ) (The numbers will continue in consecutive 
PO SIeSo gare le) order.) 


Immediately below the schedule number enter the sheet number and 
date on which the form is prepared. 


On the line above the words "Devartment or Establishment" write 
"Agriculture, AAA, Western Division", followed by the city and State 
in which the State office is located on the line above the words 
"Bureau or Office. 


After the words "Made by" enter "G. F. Allen, Chief Disbursing 
Officer" and the city and State in which the RDO is located. 


The entry following the word "Period" shall be the month in which 
it is presumed that action will be ‘taken by the Disbursing Office. 


The "D. 0. Symbol No." shall be the number furnished by the RDO 
for use in connection with the program with respect to which the 
application for payment, against which the set-off is being made, 
was filed. 


The column headed "D. 0. Voucher Number" shall be left blank. 


On the first line in the "Bureau or Office Voucher Number" column, 
enter the administrative number of the Public Voucher (ACP-105, 
etc.) on which a set-off is being scheduled. 


On the first line in the third column enter the symbol and title 

of the aporopriation to be credited, followed by the name of the 
applicant (payee) in parentheses. Such symbol, title, and payee's 
name shall be the same as the symbol, title, and applicant's name 
shown in the first deduction scheduled in column (b) of the 
continuation sheet bearing the same administrative number as that 
entered in accordance with paragravh h above. Also enter the notation 
"1936 ACP No. " showing the State and county code and serial 
number of the 19356 application under which the overpayment was made. 


(1) Where a number of set-offs are being scheduled for one aporo- 
priation, the symbol and title of such appropriation may be 
entered at the top of the third column of Form 1096, Beneath 


k. 


a 


he ee 


the aporopriation enter for each set-off the name of the 
applicant and the name and number of the 1936 application under 
which the overpayment was made. This procedure eliminates the 
typing of the aporopriation symbol and title for each set-off. 
Be certain that all items entered beneath the appropriation are 
to be deposited to that appropriation. 


(2) Whenever a set-off is made to effect recovery of an erroneous 
payment in a case where the State Office has received GAO Form 2084, 
or notice from the Office of the Comptroller, indicating that the 
General Accounting Office has taken an exception to such payment, 
enter opposite the particular item, the notation "GAO disallowance". 


The "Amount of Deduction! entered on the first line shall be the 
amount shown in the corresponding item on the continuation sheet. 


On the first line in the column headed "Remarks", enter the name of 
the Disbuvsing Officer and the D. 0. voucher number by which the 
overpayment was made. This information will be taken from the ACP-28. 


(1) Where a number of set-offs for overpayments made by G. F. Allen 
are scheduled on one Form 1096 the notation "G. F. Allen, D. 0. 
Voucher" may be entered at the top of the Remarks column. Then 
enter the D. 0. voucher number on the. same line with the amount 
being set off. . 


Repeat the procedure set forth above until all deductions listed on 
the continuation sheets ccvered by a single Schedule of Disbursements 
have been scheduled on Form 1096. 


Total all entries in the "Amount of Deducticn" column and enter the 
result on the last line in the column after the word "Total". 


In the upper margin of the third copy stamp the notation "Forward to 
the Control Accounts and Reports Section AAA, Washington, D. C0." 


The Certifving Officer must sign the original in the space provided for 
the signature of the approving officer. The certifying officers 
facsimile signature should be entered on all copies. 


Form ACP-28 


After all of the above-mentioned forms have been prepared, the form 
number and the administrative number of the continuation sheet and 

the schedule number of Standard Form.1096 shall be entered in the 
spaces provided in the statement on all four copies of Form ACP-28. 
The Forms ACP-28 shall be returned to the adjustment clerk who will 
file one copy with the State Office copy of the application against 
which the set-off was made and will file another copy with the copy of 
WR-11, WR-12, or WR-19 under which the overpayment was made. The two 


remaining copies of ACP-28 shall be kept by the adjustment clerk pending 
receipt of the copy of 1096 returned by the RDO. 


—- p99 = 


b. Continuation Sheets, Public Vouchers and Schedule of Disbursements. 


The continuation sheet, public voucher and schedule of di sbursements 
shall be distributed in accordance with the regular audit procedure. 


Cc. ptvandard VYorm 1096, 


The State Office will retain four copies of Form 1096 and forward 
the original and four copies (including the copy marked for the 
Control Accounts and Reports Section, AAA) to the Preaudit Office with 
the applications for payment. The Preaudit Office will retain one 
, copy and forward the original and three copies to the RDO. The RDO 
will retain the original and one copy, forward one copy to the Control 
Accounts and Reports Section, AAA, and return one copy containing 
information relative to the check numbers, etc., to the State Office, 


Upon return of one copy of the schedule of disbursements from the 
Preaudit Office, the State Office shall transmit one copy of Form 
1096 to the Accounting and Bookkeeping Division, General Accounting 
Office, Washington, Ds Cs, and one copy to the Division of Book- 
keeping and Warrants, Treasury Department, Washington, D. ©, Upon 
return of one copy of Form 1096 containing information relative to 
the check numbers, etc., from the RDO, the State Office shall enter 
such information on the two remaining copies and shall forward one 
copy to the Office of Budget and Finance, Department of Agriculture, 
Washington, D. C. and file the other copy. The Form 1096 returned 
from the RDO shall be forwarded to the adjustment clerk who will 
make the proper changes on the register. Then the adjustment clerk 
will send the Form 1096 and one covy of ACP-28 to the State account~ 
ant. The remaining copy of ACP-28 shall be sent to the Control 
Accounts and Reports Section, AAA, Washington, D. ©. 


Applicant indebted to AAA -~ overpaid under fhe 1967 "ACP, or ROP, the 1957 
SBP, the 1938 ACP or RCP, 


aa aren naan de a SL ES SN CT SFR ne a 


computed on the application. 


When an applicant (or deceased person for whose performance the applicant is 
applying for payment) is indebted to the AAA, and such indebtedness arose 
from an overpayment under any of the programs referred to above, and if the 
application against which the set-off is to be made is chargeable to an 
appropriation other than that from which the overpayment was made, the set» 
off shall be made as follows: 


1. Preparation of ACP-28 


Prepare ACP-28 in accordance with paragraph A of this Section II with the 
following exceptions: 


=O) 


a, In the space above "State & County Gode No." enter "Overpaid appli- 
gation" followed by the form mmber (TR-111, WR-1l2, WR-113, 
WR-119, SB-110, VR-21l, W#-212, WR-213, WR-219, SB-210, WR-sll, 
TR+312, WR-319, SB-S10, etc.) of the application under which the 
overpayment was made. Enter the state and county code and serial 
mmber of such application in the space provided. 


b. The first item in the statement entered beneath "Action Taken" 
must show the proper progrem under which the applicant or deceased 
received the overpayment resulting in his indebtedness to the AAA, 


c. The symbol and title of the appropriation to be credited, which is 
the symbol and title of the appropriation from which the overpayment 
was made, will be found on the Public Voucher (ACP-42, S-2, ACP-76, 
S-2 Revised, ACP-105, etc.) on which the application under which 
the indebtedness arose was certified for payment. 


d. The administrative number shell be the administrative number of the 
appropriate continuation shect (ACP-410, ACP-41D, S-1, ACP-75, S-l, 
Rovised, ACP-104, etc.) on which the application under which the 
indebtedness arose was scheduled for payment. 


e, Inasmuch as full payment checks wero issued in connection with each 
of the programs referred to in the above heading (there being no 
initial and final payments as in the case of the 1936 ACP), the 
notation on ACP+28 regarding the adjustment in the administrative 
expense account will be made in accordance with the procedure 
established in paragraph A, 1, f, (1), (a) or paragraph A, 1, f, 
(2), (a) of this Section II, whichever is applicable. The notation 
must, of course, show the proper program and the year with respect 
to which the administrative expense adjustment is being made. If 
the application under which the overpayment was made was signed by 
two or more persons each of whom was entitled to a share of the 
total payment, the amounts to be entered in the notation on ACP-28 
regarding the adjustment th the administrative expense account must 
bear the seme relationship to the total association expense déduction 
that the indebted person's sharo of the payment bears to the total 
paynent made under such application. it 


wee weet esis seme cee mies ees ere re ee eee ee mere 


Enter the amount of indebtedness, the amount to be set off, the explanatory 
statement, and the amount due the applicant in accordance with paragraph 
Aof this Section II, but substitute the proper year and program (1937 

ACP, 1938 SUGAR, 1939 RCP, etc.) for "1936 ACP" in the explanatory state- 
ment, Also enter the proper notation regarding the debt on the State 
Office file covy of the application. | 


deeey lecsea cc cash meget meme) ier] gece) eee jim feaeeish jminriar iGasesie Cieceesthl peti) opreere) Weems fv eeesin' omen) teeany 1 oes) 5 \Sareem emee|Daeeten | eBeeteey | SSeS gy Sates Ra ae Ree ae eae eats 


Disbursements. 


Prepare these forms in accordance with paragraph A of this Section II. 
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4, Preparation of Form 1096. 
Prepare form 1096 in accordance with paragraph A of this Section II 
but in the third column enter the year, program, and number of the 
application under which the overpayment was made instead of the notation 
"1936 ACR No, " 


4 


De. Distriburion aE Forms, 


—_— eee ae eee ee 


All forms shall be distributed in accordance with paragraph A of this 
section II. 


Applicant indebted to AAA, Overpaid under tho 1925 Cotton Price Adjustment 


Een the 1937 Cotton Price Adjustment Payment Plan, 1939 PAP or any 


other program administered through the State Office with respoct to which 
no docuction for local association expenses was madé from th the payment 


issuod 1 under. the apolicat application, 


When an applicant (or deceased person for whose performance the applicant 

is applying for payment) is indebted to the AAA, and such indebtedness arose 
from an overpayment under any of the progrems referred to above and if the 
application against which the set-off is to be madé is chargeable to an 
appropriation other than that from which the overpayment was made, the 
set-off shall be made as follows: 


1. Preparation of ACP-28 
Urecers ACP-28 in duplicate in accordance with paragraph A of this 
Section II with the following exceptions: 


a. In the space above "State and County Code No." enter "Overpaid 
application" followed by the form number. (CAP-103 Revised, ACP-90, 
etc.) of the application under which the overpayment was made, In 
the case of an overpayment under the 1935 Cotton Price Adjustment 
Program, the notation "1935 CAP application" and the State and county 
code and serial number of such application may be entered instead. 


b. The first item in the statement entered beneath "Action Taken" 
must show the proper program under which the applicant or deceased 
received the overpaymont resulting in his indebtedness to the AAA, 


c. The symbol and title of the appropriation to be credited, which is 
the symbol and title of the appropriation from which the overpayment 
was made, will be foumd on the Public Voucher on which the appli- 
cation under which the indebtedness arose was certified for payment; 


provided, however, that:—- 


(1) If the applicant or deceased received an overpayment under the 
1925 Cotton Price Adjustment Progran, the appropriation to be 
credited is "12-2100(21)2 Exportation and Donestic Consumption 
of Agricultural Comnoditics, Departnont of Agriculture (Cotton 
Price Adjustment) (Agricultural Adjustment Administration) 
(Paynents)". 


ee 


(2) ‘Where the set-off is being made because the pavee failed to. 
submit Form CAP-3, the fund to be credited is "128532 
Deposits of Undistributed Cotton Price Adjustment Payments". 
In the event that the amount due the payee under the 1935 

Cotton Price Adjustment program is known, the amount of the 
set-off shall equal the difference between the amount paid to 
such person as trustee and the amount to which he was personally 
entitled, In other words, the set-off will equal the sum of 
the amounts due other persons under the 1985 Cotton Price 
Adjustment program which amounts should have been distributed 
by the trustee who failed to return CAP-3. 


(3) If the applicant or deceased received an overpayment under the 
1937 Cotton Price Adjustment Payment Plan, the appropriation to 
be credited is "12-2100(21)3, (1937 CAP)0751" followed by the 
State code number. 


ery 


.. The administrative number shall be the administrative number of the 
appropriate continuation sheet (CAP-108, ACP-91, etc.) on which the 
application under which the indebtedness arose was scheduled for 
payment; provided, however, that where the. indebtedness arose in 
Connection with the 1935 Cotton Price Adjustment Program, no 
administrative number will be entered. 


e. No statement with respect to administrative expense will be entered, 
inasmuch as the administrative expense account is not involved. 


Enter the emount of indebtedness, the amount to be set-off, the explanatory 
statement, and the amount due the applicant in accordance with paragraph A 
of this Section II, but substitute the proper year and program (1937 CAP, 
1939 PAP-Wheat, etc.) for "1936 ACP" in the explanatory statement. If the 
aoplicant is indébted in connection with the 1935 Cotton Price Adjustment 
Program, the explanatory statement shall read "SET-OFF FOR AAA -- 1935 
CAP-OVERPAYMENT!' OR "SET_OFF FOR AAA -- 1935 CAP-FAILURE TO RETURN CAP_31 , 
whichever is applicable. Also enter the proper notation regarding the debt 
on the State Office file copy of the application. 


The adjustment clerk shall forward both the original and copy of ACP-28 to 
the Scheduling and Voucher Unit with the application. 


Prepare form 1096 in accordance with paragraph XK of thisSection TE: but 


De 
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in tho third column énter the yeor, progron, and number of the appli- 
cation under which the eC ae made and, where the overpaynent 
was made under the 1939 PAP, si name of the commodity (1935 CAP No. 


, 1937 CAP No, . 39 PAP-Whoat-lNo. » -ete fring tead 
of the notation "1936 ACP No No. ." This infomation will be taken 


fron ACP-28, SoS 


6. eee oe Lorre 
Sona Bari shall be distributed in accordance with paragraph A of this 
Section II except that the State accountant and the Control Accounts and 
Reports Section will not receive copies of ACP-28, inasmuch — as ‘nee will 
be no adjustment in the administrative expense account. 


In connection with a set-off resulting from an overpayment under the 
1945 Cotton Price Adjustment Program, the ledger card for the case in 
question shall be forwarded to the Preaudit Office with the application, 
voucher forms, and Standard Form 1096. If the amount of the set-off 

is not the same as the amount shown on the ledger card, a statement 

of explanation must also be sent -to the Preaudit Office. . After the 
case has been examined by that office, the ledger card ee be returned 
to the State Office, 


Applicant indebted to AAA -—- both overpayment and sotmoft made: a; gainst 
same: ee aren, 


There may be instances where a person is indebted to the AAA and the set-off 
is being made against an application chargeable to the same appropriation 
with which the overpayment to such person was charged. This situation would 
arise in a case where the debtor-applicant became indebdted as the rwsult of 
his receiving and cashing a check issued to another person under an appli- 
cation for payment filed with respect to the same progrem, or. where an 
applicant received an overpayment under a price adjustment application 
filed with respect to one commodity and thereafter filed another price 
adjustment application with respect to the same progran year but for a 
different commodity. The situation would also arise dieee a person filed a 
range application in connection with which he was overpaid and thereafter 
filed a farm apPlication with respect to the same crop year and agoinst 
which the sct-off is to be made, or vice versa. (Tie range and farm apPli- 
cations must not, of course, have been filed with respect to the same land. ) 
The set-off shall be made as follows: 


ADJUSTMENT CLERK 


1. Preparation of ACP-28 
Prepare ACP-28 in accordance with paragraph A, B, or C but omit (1) 
the administrative number of the continuation sheet on which the over- 
payment was scheduled, (2) the name of the Disbursing Officer by whom 
the overpayment was made and the D, 0. voucher number, and (3) the 
statement regarding the continuation sheet number and Form 1096 nunber, 
inasmuch as the set-off is not to be scheduled on these forms. Instcad, 


ae as 


enter the notation "Administrative No. of voucher on which payment 
certified '. Beside the amount of indebtedness enter and en- 
. circle the amount actually being set-off. This entry will be used in 
correcting the register upon receipt of the copy of the schedule of 
disbursements from the RDO. ee ei 


eee eee a ee oe eee ees eee eee 


Enter the amount of indebtedness, the amoynt to be set-off, the 

explanatory statement, and the amount due the applicant in accordance 

with paragraph A, B, or © of this Section II. If the overpayment was 

made under a price adjustment application, include the name of the commodity 
(wheat, cotton, corn, or rice) in the explanatory statement. 


SCHEDULING AND VOUCHER UNIT 


Prepare the appropriate continuation sheet in accordance with paragraph 
A of this Section II but do not schedule an amount for the Treasurer 
of the United States. If the entire payment is used for the set-off 
and an "0" appears on the avplication in the space provided for the 
payment to the apvlicant, enter the applicant's name and address in 
the proper column of the continuation sheet and enter an "0" in the 
amount column. (Payments due any versons not indebted and any grant 
of aid deductions shall be scheduled in accordance with the regular 
audit procedure.) In the lower margin of the last page of the 
continuation sheet for the lot enter the notation "Deduction for 
previous overpayments .... $ " showing the total amount being 
set-off against all applications in the lot because of overpayments 
made under the same appropriation. This amount, plus the total of 
the payment column, the association expense deduction, the total 
deduction for grants of aid, and the total deduction for crop in- 
surance advances, must equal the gross payment. 


a. If the overpayment occurred in connection with a price adjustment 
application, include the name of the commodity in the above 
notation. 


Prepare the public voucher in accordance with paragraph A of this 
Section II with the following exceptions: 


a. In determining the number of payees, do not count the set-off 
which is being devosited to the same appropriation from which the 
overpayment was made. The number of payees need not be shown 
unless other set-offs have been scheduled on the voucher con- 
tinuation sheet. 


ae oo 


b. Enter in the certification the notation "Previous overpayments 


iow Oe ", showing the Smount being set-off. This notation 
must be ad added if the voucher (such as ACP-92) does not contain 
lines for deductions; however, if the voucher (such as ACP~76 
or ACP-105) does contain lines for deductions, the printed title 
of any unused line may be deleted and the above notation substituted 
ahpiey 


(1). If the overpayment was. made under a price adjustment appli- 
_ cation, enter the notation "Deduction for previous over- 
vigis entniemt' si Sins ", showing in the blank spaces the 
name ‘of the commodity in connection with which the overpayment 
was made and the amount being set-off, Also enter the total of 
sadist parents ig deductions, tibial 


c. The pageant Ratpenitiey shana , Forms 1096 ..... $  , Total 


wae 8 " will be entered only in the event that other set-offs 
have been scheduled on the continuation sheets covered by the same 
voucher, The- set-off being deposited to the same appropriation 
. from which the overpayment was made will not be included in this 
notation, oe 


Enter on both copies of ACP-28 the administrative number of the public 
voucher on which the deduction is shown, 


Prepare the’ schedule of disbursements in accordance with paragraph A 

of this Section II and in addition enter, on the line following the 
association expense deduction for the voucher on which the set-off is 
shown, an asterisk and the amount previously entered on the public 
voucher in accordance with paragraph 4, b, above. Also enter separate 
totals for the "Deduction" column — the total of the administrative 
expense deduction for all vouchers, and the total of the previous 
overpayment deduction for all vouchers, Unter an asterisk before the 
total of the overpayment deduction. In the lower margin of the schedule 
of disbursements enter "*Deduction for previous overpayments" as an 


explanation of the second deduction item for each voucher and the total 


of all such deductions. If there are also deductions for erants of 
aid or crop insurance advances, identify such amounts and the total 
thereof inthe "Deduction" column and the explanatory statement at the 
bottom of the sheet by the use of. additional asterisks, Be certain 
that the items in the "Deduction" column and the corresponding explan- 
atory statement are identified by the same number of asterisks. 


a. If the overpayment was made under a price adjustment application, 
it will be necessary to make two entries for the woucher in the 
"Amount": column:of Standard Form 1064, Enter first the total 
amount approved on the voucher for the applicants. Then imme— 
diately below this figure enter an asterisk and the amount of the 
"deduction for previous overpayments" approved on the cover 
voucher, Enter two totals of the items in the "Amount" column, 
and the GRHAREhO ry notation at the bottom of the sheet, 


+ ee Ne 


Do oe prepare Standard Form 1096., 


Distribution of forms. 


ee 


Digtad mike all forms except. ACP-26 in accordance with paragraph A, 
of this Section II, Form ACP-28 shall be ais Eee as follows: 


che 


The adjustment clerk will forward all copies of the form to the 
scheduling and voucher unit in order that the administrative 

number of the voucher on which the ‘deduction is shown may be 
entered on the ACP-28., Thereafter the scheduling and voucher 

unit. will return all copies of the ACP-28 to the adjustment clerk 
who will file them (by public voucher administrative number ). 

As soon as a copy of the schedule of disbursements is received from 
the regional disbursing office, it shall be given to the adjustment 
clerk who will pull the appropriate forms ACP~28 and make the 
permanent changes in the register. 


GQ) If ACP-28 contains a statement regarding a change in the 


edainistrative expense account, the adjustment clerk will 
enter the appropriate D. 0. voucher number on the form. The 
D. O. voucher number will be obtained from the schedule of 
- disbursements. Since Form 1096 is not used, the D, 0. 
voucher number will serve as a notification to the State 
accountant that the set-off has been made. One copy of ACP-28 
- will. be filed with the overpaid application; one copy will be 
filed with the application against which the set-off was made, 
and two copies will be forwarded to the State accountant. 


(2) . If no change is to be made in an administrative expense 
account, ACP-28 will have been prepared in duplicate. File 
one copy with the overpaid application and the other copy 
with the application against which the set-off was made. 


E, Applicant indebted to the AAA -—- Crop Insurance Advance. 


ae 


Qe 
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ADJUSTMENT. CLERK 


. The set-off shall be made as follows: 


Preparation of ACP-28, 


Prepare ACP-28 in duplicate as follows: 


Ad) Enter the applicant's name, the nature of remittance, and 


anount of indebtedness in accordance with paragraph A of this 
Section II. 


pee 


(2) Above "State and county code No." enter "Advance on 
ACP-100, " showing the year with respect to which the 
advancé Was made. Also enter the State and county code and 
crop insurance application number which appears on ACP-100. 


-(3) Beneath "Action Taken" enter the symbol and title of the 


appropriation to be credited -- which must be the same as the 
appropriation to be charged with the application against which 
the set-off is being deducted. Also enter the notation 
"Administrative No. of voucher on which payment certified 

tt 

e 


(4) Beside the amount of indebtedness onter and encircle the amount 
actually being set-off (after computing the amount in accord=~ 
ance with subparagraph b below). This entry will be used in 
correcting the register upon receipt of the copy of the 
schedule of disbursements from the RDO. 


(5) The adjustment clerk shall initial both copies of ACP-28. 
Entries on the Application for Payment 


Enter the amount of the indebtedness (crop insurance advance not 
yet recovered), the amount to be set-off, and the explanatory 
statement in accordance with paragraph | of this Section II; except 
that the explanatory statenont will read "JDVANCE ON AOP-100 u 
with the proper year shown in the biankx space. This. entry must 
agree with that on ACP-28, For example, the notation on a 1939 
ACP or RCP application must be "Advance on ACP-100-1940", other- 
wise the procedure in subparagraph 2 of this paragraph E is 
applicable. Also determine the amount due the applicant in 
accordance with paragraph A of this Section II. Enter the proper 
notation regarding the debt on the State Office file copy of the 
application. 


Both copies of ACP-28 shall be forwarded to the scheduling and 
voucher unit with the original application. 


Preparation of Continuation Sheet. 
Prepare the continuation sheet in accordance with paragraph D of 


this Section Il, but, instead of the notation described in sub- 
paragraph 3, enter in the lower margin of the last page of the 


continuation sheet for the lot the notation " Crop Insurance 
Premium Advances: c% " showing in the first blank space the 


year with respect to which the advances were made and showing in 


the second blank space the total amount approved for such advances 
on all applications included in the lot. This amount, plus the 
association expense deduction, the total of the Payment column, 
and the total deduction for grants of aid, if any, must equal the 
gross payment. 


Ee 


38. 


Preparation of Public Voucher. 


Prepare the public voucher in accordance with paragraph D of this 
Section II with the following exception: 


Enter the total deduction for crop insurance premium advances in 
the space provided on the public voucher. ‘he notation regarding 
previous overpayments is not applicable and will not be entered. 


Preparation of Schedule of Disbursements. 


Prepare the schedule of disbursements in accordance with the 
regular audit procedure and in addition enter, on the line follow- 
ing the association expense deduction for the voucher on which the 
crop insurance advance deduction is shown, an asterisk and the 
amount of the deduction shown on the public voucher. Also enter 
separate totals for the "Deduction" column -- the total of the 
administrative expense deduction for all vouchers, and the total _ 
of the crop insurance advance deductions for all vouchers, Enter 
an asterisk before the total of the crop insurance advance deductions, 
In the lower margin of the schedule of disbursements enter "* 

Crop Insurance Premium Advances" showing the proper year in the | 
blank space, 


If there are also deductions for overpayments set off in accordance 
with paragraph D of this Section II or for grants of aid, identify 
such amounts and the total thereof in the "Deduction" column and 
the explanatory statement at the bottom of the sheet by the use 

of additional asterisks. Be certain that the items in the 
"Deduction" column and the corresponding explanatory statements 

are identified by the same number of asterisks. 


Do not prepare Form 1096, 

Distribution of forms. 

Distribute all forms except ACP-28 in accordance with paragraph A 
of this Section II. Distribute ACP-28 in accordance with paragraph 
Dof this Section II, but, after the register has been corrected, 


file one copy with the ACP-100 and the other copy with the appli- 
cation against which the set-off was made. 


ee eee es 


When a crop insurance advance is being deducted from a payment due 
under an application chargeable to an appropriation other than that 
from which the advance was made, the set-off shall be made in the 
manner outlined below, 


Ce 


WO. 


Prepare AOP-28 in duplicate as follows: 


(1) Enter the applicant's name, the nature of remittance, and 


amount of indebtedness in accordance with paragraph A of this 


Section II. 


(2) Above "State and County Code No." enter "Advance on ACP-100, 
"showing the year with respect to which the advance 
was made, Also enter the State and county code and crop 
insurance application number which appears on ACP-100. 


(3) Beneath "Action Taken" enter the symbol and title of the 
appropriation to be credited (the appropriation from which 
the advance was made) and the notation "Payment to U. S. 
Treas. scheduled on Form administrative No. 
and on form 1096 schedule No. a 


‘(a) If the crop insurance advance was made for the 1939 year 


also enter the name of the Disbursing Officer and the 
D. O. voucher number of the Form 1080 or 1064 on which 
the advance was scheduled. 


The adjustment clerk shall initial ANP-~28 and forward both 


-copies to the scheduling and voucher unit with the application, 


‘Entries on-application for payment. 


Enter the amount of indebtedness (crop imsurance advance not yet 
recovered), the amount to be set-off, and the explanatory state- 
ment in accordance with paragraph A of this Section II; except 
that the explanatory statement will read "ADVANCE ON ACP-100 

" with the proper year shown in the blank space. This entry 


must agree with that on ACP-28, Also determine the amount due 


the applicant in accordance with paragraph A of this Section Il. 
Enter the proper notation regarding the debt on the State Office 
file copy of the application. 


Prepare the appropriate continuation sheet, public voucher and 
schedule of disbursements in accordance with paragraph A of this 
Section II, 


Prepare Standard Form 1096 in accordance with paragraph A of this 
Section II with the following exceptions: 


(1) Following the appropriation symbol end title and payee's 
name in the third column enter "ACP-100, No. t 
showing the appropriate year and number. This information 
Will be taken from ACP-28, 


(2) If the set-off is being made as the result of a 1939 advance, 


enter the name of the Disbursing Officer and the D. 0. 


fy 


aA} 


voucher number in the last column, This information will be 
taken from ACP-28. : 


If the set-off is being made as the result of a 1940 advance, 
enter in the last column the notation "Advance for crop 
insurance," . 


‘f, Distribution of forms. 


Distribute all forms except ACP-28 in accordance with paragraph A 
of this Section II. Distribute ACP-28 in accordance with sub- 
peragraph 1 of this paragraph HE, 


- Applicant indebted to AAA -- Grant of Aid, 


ADJUSTMENT CLERK 


When an applicant's name appears on the register because he has received a 
grant of aid, the set-off will be made as follows: 


i 


If the application against which the set-off is being made is 

chargeable to an appropriation which is not the same as the appro- 
priation chargeable with the application filed in connection with 

the program for which the grant of aid wes furnished (i.ce., if the grant 
of aid was made in connection with the 1939 ACP, and the set-off is 
being made against a price adjustment, sugar, or any payment other than 
a 1939 range payment) - 


61) 


(2) 


(3) 


a. Prepare ACP-28 in duplicate as follows: 


Enter the applicant's name, the nature of remittance, and 
amount of indebtedness in accordance with paragraph A, of this 
Seeylonul.. 


In the space above "State and County Code No," enter a 
notation showing the year and program in connection with 
which the grant was made, the words "grant of aid", and the 
form number of the form on which the excess deduction was 


-Computed. For example, if the indebtedness arose from a 


grant of aid furnished in connection with the 1939 agri- 
cultural conservation program, the notation will read 

"1939 ACP -- GRANT OF AID — WR-310A" or "1939 ACP —- GRANT 
OF AID —- VR-3103", Then enter the State and county code and 
computation sheet number of the appropriate WR-Z10. 


In the space beneath "Action Taken" enter: 


(2) The symbol and title of the appropriation to be credited. 
This is the appropriation which would have been credited 
if the deduction could have been made from the application 
filed or to be filed by the producer in connection with 


ie) 
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the program for which the grant was furnished. If a grant 
of aid was made in connection with the 1939 agricultural 
Conservation program the appropriation to be credited is 
1202215(21).031 C & UALRDA, 1940 (AAA) (CP). 


(b) The notation "Payment to U. S. Treas. is scheduled on 


Porm , Administrative No. > and on Standard 
Form 1096, Schedule Wo. il 


(4) The adjustment clerk shall enter his initials on the line pro- 
vided for the signature of the officer in charge. 


(5) No statement regarding administrative expense shall be entered, 
inasmuch as the administrative expense account is not involved. 


Entries on the Application for Peyment. 


Enter the amount of indebtedness, the amount to be set off and the 
exolanatory statement in accordance with paragraph A of this Section 
II; but change the explanatory statement to read "SET-OFF FOR AAA 
GRANT OF AID", showing in the blank space the program year 
with resvect to which the grant was made. Also determine in accord- 
ance with parasrapn A of this Section II the amount due the applicant. 
Enter the proper notation regarding the debt on the State Office 
file copy of the application. 


Forward both the original and copy of ACP-28 to the scheduling 
and voucher unit along with the application for payment. 


SCHEDULING AND VOUCHER UNIT 


Prevare the appropriate continuation sheet, public voucher, and 
schedule of disbursements in accordance with paragraoh A of this 
Section II; provided, however, that the set-off for the grant of 
aid will not be entered on any line which may be provided in the 
certification on the oublic voucher for "grants of aid" since this 
line is for use when deductions are being made from payments due 
in connection with the program with respect to which the grant was 
made. 


Prevare Standard Form 1096 in accordance with paragraph A of this 
Section II, with the following exceptions: 


(1) Following the aporopriation and the name of the payee in the 
tow) ys p = 
thiravcolunn, enters! grant of aid", showing the program 


year with respect to which the grant was made. 


(2) In the "Remarks" column enter the notation, "Deduction for 
triple superphosphate furnished," "Deduction for hairy vetch 
furnished", "Deduction for Austrian winter peas furnished" or 
other notation showing the material furnished as a grant of aid. 


AY A nO ae 
Distribution of forms. 


Distribute all forms exceot ACP-28 in accordance with paragranh A 
of this Section II. Enter in the notation provided on ACP-28 

the form and administrative number of the voucher on which the 
deduction is scheduled and the schedule number of form 1096 and 
return both copies of the ACP-28 to the adjustment clerk who will 
file them by administrative number. As soon as a copy of the 
schedule of disbursements is received from the RDO, it shall be 
given to the adjustment clerk who will pull the appropriate forms 
ACP-28 and make the permanent changes in the register. One copy 
of ACP-28 should be filed with the WR-310A, WR-310B, or other form 
on which the grant of aid deduction was computed, The other copy 
Should be filed with the application against which the set-off 
was made. 


ADJUSTMENT CLERK 


ec. If the apnlication against which the set-off is being made and the 
application filed in connection with the program with respect to which 
the grant of aid was furnished are chargeable to the same appropriation 
(i.e., if the grant of aid was made in connection with the 1939 ACP 
and the set-off is being made against a 1939 range payment) -- 


ae 


Bu. 


e. 


Do not prepare ACP-28. 


Enter on the application against which the set-off is being made 
the notation described in paragraph 1, b, above. 


Forward the application to the scheduling and voucher unit. 


SCHEDULING AND VOUCHER UNIT 


Prepare the continuation sheet, public voucher and schedule of 
disbursements in accordance with established procedure for preparing 
these forms when grant of aid deductions are scheduled thereon. This 
procedure will be found in the regular audit procedure issued for 

the program in connection with which the application was filed (WRP- 
39-115 for 1939 range conservation payments). The amount being set 
off shall be entered in the space provided for "grant of aid" deduc- 
tions in the certification on the Public Voucher. 


Do not prepare Form 1096. 


Applicant indebted to the AAA -- Overpaid under a commodity contract program. 


ADJUSTMENT CLERK 


Where the register shows that the applicant or deceased person owes money to 
the AAA but not to any other Governmental agency, and such indebtedness arose 
from an overpayment under one or mere of the various Commodity contract 
programs, the set-off shall be made as follows: 


1. Preparation of Form ACP-30 


hE, i, 


The Adjustment clerk will orenare, for the information of the scheduling 
and voucher unit, one copy of ACP-30 in the following manner: 


a. Enter in the blank spaces on the first, second and fourth lines of 
Part I, data obtained from the register. In addition to the State 
and county code and serial mimber, enter on the fourth line the name 
of the commodity contract out of which the indebtedness arose. 


b. If the apolication is signed by a widow of or successor in interest 
to a deceased debtor or by the administrator or executor of such 
deceased debtor's estate, and it has been determined that the 
deceased person did contrioute to performance for which application 
for payment is made, enter in the space headed "Remarks" a notation 
to the effect that the set-off is being made against a payment due 
the apolicant for performance contributed by the deceased. The 
statement must include the names of the aoplicant and the deceased. 


to be credited, the name of the disbursing officer, and the dis- 
bursing office vovcher number shall be entered in the spaces provided 
in paragraph 1 of Part II, ACP-30. 


Enter the amount of indebtedness, the amount to be set off, and the 
explanatory statement in accordance with paragravh A of this Section II, 
put substitute the name of the commodity contract (wheat contract, 
corn-hog contract, etc.) for "1936 ACP" in the explanatory statement. 
The amount of indebtedness will be taken from ACP-30. Also determine 
the amount due the apolicant in accordance with paragraph A. SEnter 

the proper notation regarding the debt on the State Office file copy 

of the apolication. 


Forward the ACP-30 with the original apvlication to the scheduling and 
voucher unit where the voucher forms will be prepared. The State office 
file copy of the application and all other documents shall be filed. 

The county office file copy of the application shall be held in the 
place provided for such purpose until a copy of the Schedule of Dis- 
bursements on which such application is scheduled is returned by the 
Preaudit voffice: 


SCHEDULING AND VOUCHER UNIT 


Preonration of Public Voucher, Continuation Sheet, and Schedule (eam 


eel ee ee wee eee eee 


Disbursements. 


Prepare these forms in accordance with paragraph A of this Section II. 


The symbol and title of the appropriation to be entered on the continuation 


sheet (which is the appropriation to be credited with the set-off) will 
be taken from ACP-30. An extra copy of the continuation sheet will not 
be prepared for the Comptroller of the AAA. 


SM Ay 


Prepare ten copies of Standard Form 1096 in accordance with paragraph 
A of this Section II, but enter, following the payee's name in the 
third column, the State and county code and serial number and name of 
the commodity contract (which information will appear in Part I of 
ACP-30) out of which the indebtedness arose. The name of the commodity 
contract should be abbreviated. The name of the Disbursing Officer and 
the D. 0. voucher number under which the overpayment was made will be 
obtained from ACP-30. ; 


SS a ee ee eer rae athe eaar eee 


a. Form ACP-30 


Form ACP-30 shall be returned to the adjustment clerk who will file 
it with the State office copy of the application for payment against 
which the set-off is being made. In no event will Form ACP-30 be 
forwarded to the Preaudit Office with the original application and 
voucher forms. 


b. Public Voucher, Continuation Sheet and Schedule of Disbursements. 


These forms shall be distributed in accordance with the regular 
audit procedure. 


c. Standard Form 1096 


The State Office will retain five Copies of Form 1096 and forward 
the original and four copies (including the Copy marked for the 
Control Accounts and Reports Section, AAA) to the Preaudit Office 
with the applications for payment. The Preaudit Office will retain 
one Copy and forward the original and three copies to the RDO. 

The RDO will retain the original and one copy, forward one Copy to 
the Control Accounts and Reports Section, AAA and return one Copy 
containing information relative to the check numbers, etc., to the 
State Office. 


Upon return of one copy of the Schedule of Disbursements from the 
Preaudit Office, the State Office shall transmit one Copy of Form 
1096 to the Accounting and Bookkeeping Division, General Accounting 
Office, Washington, D..C., and one Copy to the Division of Book- 
keeping and Warrants, Treasury Department, Washington, D. C. 

Upon return of one copy of Form 1096 Containing information relative 
to the check numbers, etc., from the RDO, the State Office’ shall 
enter such information on the three remaining copies. Then forward 
one copy to the Office of Budget and Finance, Department of Agri- 
culture, Washington, D. C.; forward one Copy, to the Office of the 
Comptroller, Agricultural. Adjustment Administration, VYashington, D. C.; 
transmit to the State Accountant the copy returned from the RDO; 

and file the remaining copy. re 
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Applicant indebted _to AAN -- failed to remit yenalties under marketing quota 
provisions of Agricultural clapidtnent ARS of of 1958. 


When an applicant or deceased person for wiose verformance the apolicant is 
applying for payment is indebted to the AAA because of his failure to remit 
penalties under the marketing quota provisions of the Agricultural Adjustment 
Act of 1938, the set-off shall be made as follows: 


l. Preparation of ACP-=28 
Preoare ACP-28 in duplicate as follows: 


a. Enter the apolicant's name, the nature of remittance, and amount of 
indebtedness in accordance with varagraph A of this Section II. 


b. Above "State and county code Mo." enter " marketing quota", 
showing in the blank space the name of the commodity. Also enter a 
reference to the form on which the amount of penalty was computed. 


©, "Beneath “Acti on “Taxen'! gee the symbol and title of the appropriation 


to be credited, and "Payment for JU. S. Treas. scheduled on Form : 
Administrative No. ae on 1096 schedule No. Phi 


In connection with cotton marketing quotas, the snpropriation to be 


‘ 
credited is "122450, Penalties, Cotton Marketing Quotas, Agricultural 
Adjustment Act, of 1938". 


Enter the amount of indebtedness, the amount to be set-off, the explanatory 

statement, and the amount due the applicant in accordance rth aragraph A 
of this Section II; provided, however that the ie FAG seitehont shall . 
read "SET-OFF FOR tee MARKETING QUOTAS", showing the year and / 
commodity in the blank space. _ | 


Ol 


Both copies of ACP-28 shall be forwarded to the scheduling and voucher unit . 
with the original application. ! 


ae 


Prepare these forms in accordance with paragraph A of this Section II. 


On 


»  Prevaration of Form 1096 


Prepare 10 copies in accordance with paragraph A of this Section II, enter- 
ing the year and pete ein with respect to which the penalty is due, in the 
third column following the name of the anolicant. There is no D. O. 
voucher number to be entered in the Remarks column. Instead, enter in 

this column the seriel numbers of all ofthe farms with resnect to which 
the penalty being set off was comouted and the amount of such penalty 
determined for each farm. The sum of the amounts in the Remarks column 
must equal the entry in the Amount of Deduction column. 


be a —* ae eee 


Beas: 


On one copy of form 1096 enter the notation "Forward to the Comptroller, 
AAA" ' 


Distribution of Forms. 


All forms except ACP-28 and Form 1096 shall be distributed in accordance 
with paragraph A of ‘this Section II. Distribute form 1096 in accordance 
with paragraph G of this Section II. Distribute ACP-28 in accordance with 
paragraoh D of this Section II, but file one copy with the form on which 
the penalty was computed and file the other with the application against 
which the set-off was made. | 


Anplicant indebted to the COC, FOA, FSA, or other USDA agency (except AAA). 


ADJUSTMENT CLERK 
General 


Set-offs of amounts due any of the above-named agencies within the USDA 
shall be made in the manner outlined below. Where an application for 
payment is submitted by a widow of or successor in interest to a deceased 
person who was indebted to any of the above-named agencies or by an 
administrator or executor of such deceased person's estate, no set-off 
shall be made, regardless of the fact that the debtor prior to his 

death ‘contributed to performance for which aoplication for payment is 
made, 


The amount due the CCC, FCA, FSA or other agency will not be scheduled 
on Standard Form 1096; instead, the payment due the creditor agency will 
be scheduled on the appropriate continuation sheet and a check will be 
drawn in favor of such agency. 


Information necessary for the scheduling of the set-off can be found 

on the form AAA-371, AAA-373 or other notification of indebtedness sub-— 
mitted to the State Office by the creditor agency and from which the 
register of indebtedness card was prepared. Therefore, the adjustment 
clerk shall, after making the necessary computations on the apolication 


.for payment against which the set-off is being made, forward the form 


AAA-371, AAA-373 or other form to the scheduling and voucher unit where 
the voucher forms will be prepared. The adjustment clerk will not 
prepare either ACP-28 or ACP-30. 


Applications against which set-offs are being made to liquidate amounts 
due the AAA and applications against which set-offs are being made to 


liquidate amounts owing to any other agency within the USDA may be for- 


warded to the scheduling and voucher unit in the same lot. 


—_—_——_— —_- —_—- SO a ee 


Enter the amount of indebtedness, the amount to be set off, the explan- 
atory statement and the amount due the applicant in accordance with 


oq 


Me dae 


paragraph A of this Section Il; provided, however, that the explanatory 
statement should read "SET-OFF ¥OR COC" "SETLOFF FOR FCA", or “SET-OFF 
FOR FSA". Also enter the proper notation regarding the debt on the 
State Office file copy of the apolication. 


eke AND VOUCEER UNIT 


See eee «See ah er ae Ee tC yee rae ee’ 


ie Continuation sheet shall be prepared in accordance with paragraph A 
Ae ae Section IZ, except that the indebtedness shall be scheduled as 
aan é 


a. Enter the application serial number in column Ce le 
b. Make the following entries in column. (bd): 


(1) On the same line with the application serial number enter 
"Treas. U. S., c/o and the name of the agency to whom the 
applicant is indebted (Farm Security Administration, etc.) 


(a) When scheduling an amount to be paid to the Commodity 
Credit Corporation at any address other than Washington, 
D. C., enter "Symbol 14-980" immediately following 
"Treas. U. S.'" and before the name Commodity Credit 
Corporation. 


(2) Om the next line enter the address of the agency to whom the 
applicant is indebted. The address should include the street 
address or name of the building in which the office is located 
if such information is available, 


(3) On the next line enter "Indebtedness of" and the name of the 
avoplicant. 


(4) If an account number has been furnished on the notification 
of indebtedness from the creditor agency, enter on the next 
line in column (b) of the continuation sheet the words "Account 
No." and the number shown on the notification. 


c¢. In the Amount or Payment column enter the amount of indebtedness 
being deducted. This amount will appear in the space provided on 
the application or on the second line of the notation entered on 
the apolication by the adjustment clerk. 


d. Make no entries in the Name of Assignor and Check No. columns. 


Preparation of Public Voucher end Schedule_of Disbursements. 


These forms shall be prepared jn accordance with the procedure outlined 


in paragraph A of this Section II; provided, however, that certain 
entries on the Public Voucher shall be made as follows; 


- AS - 


a, In determining the mmber of payees to be entered following "et al", 
each payment scheduled for a USDA agency other than the AAA shall 
be counted as one payee. All amounts scheduled for JAA appropriations 
shall be considered as, one payee. 


b, The amount entered inthe space following "Payees" shall include all 
payments for the applicants, assignees, and all sct-offs for USDA 
agencies other than the AMA, 


serene ee ee ee ee 
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All. forms except AAA-371, AAMMA-373 or other request for set-off shall 

be distributed in accordance with paragraph A of this Section II. Form 
AA’-371 or other form submitted by the creditor agency and used in 
scheduling the set-off shall be returned to the adjustment clerk for 
filing. In no case shall such form be sent to the Preaudit Office, 


Iwo or more debts of the type mentioned in paragraphs A to I, inclusive, 
of this Section II recorded against applicant. 


. When two or more debts are recorded against the applicant on the register, 


set-offs shall be made in accordance with the order of priority established 
in Section I, paragraph D, ‘The debt which is first in the order of priority 
should be listed on the application and the amount of such debt deducted 

from the applicant's payment. Thon, if any payment remains, list the debt 
which is next in the order of priority and deduct the amount of such debt 
from the payment remaining after deducting the first debt. Continue this 
procedure until all debts have been entered or until the payment is ex- 
housted. Prepare as many of the forms ACP-28, ACP-20, the continuation shect, 
Public vouchor, schedule of disbursements, and Standard forn 1096 as are 


‘necessary, in accordance with the procedure in the applicable paragraph. 


For example, applicant Harry Brown who carned $230 on WR-31l is listed on 
the register because he (1) obtained a 1940 crop insurance advance of $50, 
(2) received an overpaynent under the 1938 ACP in the anount of $35, and 
(3) is indebted to the OCC under classification (f) of the Order in the 
amount of $62.. The following entries shall be made in the Payment Data 
section of the WR-Z3ll filed by Harry Brown. 


———-: nn ne ee ee ne rn es ee 


ARE PE ON Ala) Be OL ee Oe ee 
1. Applicant's net farm payment .........4. wsesee | XIXXKXORK | $ 230.00 _ 
é. Payment less 4 % association expense ...... 1 XXXXXXXXXX | $ 290,80 


4, Geeeote for WAM LOseracr: ae, 22. ee. LF, MGT S Oo WIGS 386.00 
naACP Roe abba AP Waa 


De Sab-off ‘for: CCC oT can sawae ssbusiog ess ones jade Oem nn 


6, Name and address of applicant: 
Harry Brown, Olarendon, Bri gas aviaee memmuen 


os) SOOO. a eae 


Other entries regarding the crop insurance advance shall be made on ACP~28, 


3 


ado. 


the continuation sheet, public voucher and schedule of disbursements in 
accordance with subparagraph 1, paragraph EB of this Section II. Other 
entries regarding the 1938 ACP set~off shall be made on ACP-28, the 
continuation sheet, public veucher, and form 1096 in accordance with 
paragraph B of this Section II, Other entries regarding the CCC set-off 
shall be made on the continuation sheét and public voucher in accordance 
with paragraph I of this Section It; 


Where two or more debts are recorded against the applicant and the 
set-offs are to be scheduled for two or more appropriations on form 
1096, sll of such setoffs may be scheduled on the same form 1096 but a 
separate subtotal of the amounts being credited to each appropriation 
must be made in the Amount of Deduction column. The total of the 
column shall be the sum of the subtotals. 


Where two or more debts are recorded agninst the applicant and the setoffs 
are to be scheduled on form 1096, but one or more of such setoffs are to 
be credited to an appropriation and other setoff/s are to be deposited to 
the general fund of the Treasury, tho sotoff/s being credited to an appro- 
priation shall not be scheduled on the same form 1096 on which the setoff/s 
credited to the general fund are scheduled. This procedure is applicable 
where an apolicant is indebted in connection with two or more programs 
(ACP, PAP, Commodity contract, etc.) and aso is indebted because of his 
failure to remit marketing quota penalties. The marketing quota penalties 
do not represent money paid out of an appropriation, and aré, therefore, 
deposited to the general fund of the Treasury. Such deposits are, of 
course, earmarked (refer to paragraph H, 1, c of this Section II) in order 
that the Treasury Department may know why the collections are being made. 
The form 1096 on which an amount is being deposited to an appropriation 
and that on which an amount is being deposited to the general fund shall 
have different schedule numbers. 


In the event that any trust funds are established, a sctoff credited to a 
trust: fund shall also be scheduled on a separate form 1096. 


Applicant listed on the Register as indebted to an agency of the Federal 


Government outside the USDA, but not to any USDA agency. 


If the applicant is indebted to some agency of the Government outside of 
the USDA, the set-off shall be made in the manner outlined below. Where an 
application for payment is submitted by a widow of or successor in interest 
to a deceased person who was indebted or by an administrator or executor 
of such deceased person's estate, no set-off shall be made, regardless of the 


‘fact that the debtor prior to his death contributed to the performance for 


which application for payment is made. 


1, Entries on application for payment 
a. If the actual amount due the applicant has not been entered, the 
adjustment clerk will determine such amount and enter it in the 
space provided on the application. This amount shall be the amount 
which the applicant would receive if he were not indebted; i.e8.'5 the 


Bo. 2 


amount on line 2, column (c): of the Payment Data Section of WE-311; 
the amount on line 3, column! (c), Section II of WR-312; the amount 
on. dine 8, Section Ill ,of W319, etc. 


b. In a conspicuous place near the actual payment due the applicant 
enter on the application the notation "See ACP-25, Bureau Voucher 
No. ", In the blank space enter the number which will be 
assigned to the ACP-25 in accordance with paragraph 2,.c, below. 


‘Preparation of ACP-25. 


-ACP-25 shall be prepared in sextuple -- the original on ACP-25 (white) 


and five carbons on’ ACP-25a (yellow) as follows: 


a. If the application against which the set-off is being made is a 
sugar application, cotton price adjustment application or any form 
other than a conservation application, delete the words "Agricultural 
Conservation" and enter "Sugar", "Cotton Price Adjustment" or other 
appropriate title. 


b. Delete the appropriation number and title printed beneath the head- 
ing of the form and enter in the top margin the number and title 
of the appropriation against which the payment under the application 
is to be charged. 


c.- Enter the Bureau Voucher number in the upper right-hand corner, 
beginning with a new series. A separate series of voucher numbers 
should be established for each program, and the number entered on 
ACP-25 should be preceded by an identification of the program, such 
as "1939 ACP-1", "1939 PAP-Wheat-1", etc. 


d. On the first line enter the name of the debtor—-applicant and the 
name of the State Office. 
$ 
e. On the second line enter the address of the debtor-applicant and - 
the name of the city in which the State Office is located. 


f. On the third line enter the State and county .code and serial number 
of the application for payment against which the set-off is being 
made. 


g- In column (3) enter the actual payment computed for the applicant on 
the application. This amount must be the same as the payment for the 
applicant as entered on line 6 of the payment Data Section of WR-31l; 
on line 7 in column (i) of WR-312; on line 3 in Section III of WE-3195 
in column 4, Section V of SB-310 on the same line with the producer's 
name; in the Amount column, Section III of ACP-90, on the same line 
with the producer's name, etc. 


h. If a deduction for association expenses is made against the payment 
computed under the application, enter in the heading of column (2) 


pee tale 


the percent of stch deduction applicable to the county. In the space 
provided in the column enter the amount deducted’ from the applicant's 
payment for local association expenses, but if no deduction for local 
association expenses is made against the vayment computed under the 
application, make no entry in column (2). 


(Se t6 application for payment is made on WR-31l, the amount to be 
' entered in column (2) of ACP-25 will be determined by sub- 
tracting the figure on line 2 of the Payment Data Section from 
‘that on line 1. 


(ailmee Le application for payment is made on WR-312, the amount to be 
entered in column (2) of ACP-25 will be determined by subtracting 
the figure on line 3, colum (c) of WR-312 from that on line 2 
column (c). 


(3) If application for payment is made on VWR-319, the amount to be 
entered in column (2) of ACP-25 will be determined by subtracting 
the figure beneath the applicant's name on line 8, Section III of 


WR-319 from the figure in the game column on line 7. 


(4) If application for payment is made on SB-310, the amount to be 


entered in colwin (2) of ACP-25 will be deterzined by subtracting 
the figure.on line 17) of SB-G10 from, the figure on line 16. 


° / > . ; > 

i, §1n colwan)(1).enterethéssum, of) the: entries: in colunns’ (2) and) (3)% 
unless no deduction for local association expense is made against 
the payment computed under the application, in which event no entry 


Will. de made in. colwan' (1). 


j-« Make no entries in columns (4), (5), (6) and (7), or in the space 
provided for showing the funds to be credited. 


k, inter the title of the Certifying Officer and the date on which Forn 
ACP-25 is prepared. 


1. The adjustment clerk will enter on the Register a reference to the 
Forn ACP-25 prepared, the date, and his initials. 


File two Forms ACP-25a with the copies of the application, and forward one 
ACP-25a to the State accountant. Securely fasten the original ACP-2 

and the two remaining copies to the original application and transmit the 
documents to the Certifying Officer for his signature on the ACP-25. After 
the documents have been signed they will be forwarded to the Preaudit Office. 
They will not be scheduled on a Continuation Sheet, Public Voucher, or 
Schedule of Disbursements. 


The Preaudit Office will keep one copy and return to the State Office one 
ACP-25a bearing the notation "Original certified for payment, subject 


ae 


to deductions - , 193 -" with the date of certification entered 

in the blank spaces. Upon receipt of this copy, the adjustment clerk will 
pull one of the file copies of ACP-25 and forward it to the Control 
Accounts and Reports Section, AAA, Washington, D. C. The copy returned by 
the Preaudit Office will be filed. 


The Preaudit. Office will forward the original application and ACP-25 to 
the Office of the Comptroller, AAA. Upon receipt of the application and 
the original ACP-25, the Office of the Comptroller will prepare Form 
AD-42 showing that the case is being referred to the Washington General 
Accounting Office. In the lower left-hand corner of one copy of AD-42 
will be a notation "Transmit to - State Office with the name of the 
proper State Office entered. Then the Office of Comptroller will forward 
the case to the Office of Budget and Finance, which will send the appro- 
priate copy of AD-42 to the Western Division for transmittal to the State 
Office at the same time the case is transmitted to the Claims Division, 
General Accounting Office. The State Office copy of AD-42 shall be 

filed with the Forms ACP-25a. In the event that an inquiry is received 
from the applicant or county committee relative to the expected date of 
settlement, a reply may be made by stating that the case was transmitted 
to the General Accounting Office for direct settlement under the date 
shown on AD-42. 


When the case is settled, the State Office will receive from the Western 
Division two copies of AAA-367, Forms ACP-25a and AD=42 and the copy 

of the application for payment shall be withdrawn from the file and nota- 
tions regarding the settlement of the case shall be made. The documents 
will then be returned to the permanent files. One copy of AAA-367 shall 
be forwarded to the proper county office and the remaining copy shall 

be sent to the State accountant. ‘ihere a payment due the applicant is 
greater than the amount of his indebtedness, the Claims Division of the 
General Accounting Office will see that a check for the balance is 
issued. j 


. Applicant indebted to AAA or other USDA agency and also to an agency cf the 


Federal Government outside the USDA, 


If an applicant is indebted to the AAA or other USDA agency and to an agency 
outside the USDA the case will be handled in accordance with paragraph 1 or 2 
below, whichever is applicable. If the payment is sufficient to permit a set-off 
of the entire amount due the USDA agency and all or part of the amount due the 
agency outside the USDA, the case will be referred to the GAO for settlement. 


1, Payment due the debtor-applicant_equal_to or_less than amount due USDA agency. 
Where the payment due the debtor-applicant is equal to or less than the 
amount owing to one or more USDA agencies, the set-off shall be made without 
regard to the indebtedness to the agency outside the USDA. The case shall 
be handled in accordance with paragraph A, B, C, D, BE, F, G, H, I or J which- 
ever is applicable. 


i eee ee i sa eee ia Sea 


Where the payment due the debtor-applicant is greater than the sum of all 
amounts due USDA agencies, the actual got-offs for each USDA agency and for 
the agency outside the USDA will be made by the GAO. 


Qe 


Entries on application for payment. Enter the amount of indebtedness 
tc the USDA agency, the amount to be set-off, and the explanatory 
statement in accordance with the applicable paragraph of this Section 


Ii, Also enter the payment for the applicant which is the amount the 


applicant would receive if he were not indebted to the agency outside 
the USDA. 


In a conspicuous place on the application enter the notation "See ACP- 


25 Bureau Veucher No. ~ and the attached AD-42." 


Preparation of ACP-25. 


Prepare ACP-25 in accordance with paragraph K of this Section Ii. The 
entry in column (3) shall, if association expenses are deducted from 
the payment computed on the application, be the amount of payment less 
association expenses shown on the application, i.e., the amount on 
line 2, column (c) of the Payment Data Section of WR-311, ete. 


Ch aL bie applicant received 4 grant of aid in connection with the 
program with raspect to which the application pertszins, such 
erent Will be reported on the application. In.column (4) of ACP- 

ec orter an asterisk and the amownt of the grant. Then following 

"Huds to be credited" enter an astertisk, the symbol and title 

of the appropriation to be credited with the amount of the grant 

(which appropriation must be the same ag that entered above the 

title of the form), and the notation "Deduction for materials 

furnished as a grant of aid." 


Preparation Form AD-42 

Prevare AD-42 in octuple as follows: 

(1) The date shall not be entered. 

(2) Enter the name and address of the applicant in the space provided. 

(3) Following the dollar sign enter the amount of payment (less asso- 

: ciation expenses, where such expenses are deducted from the pay- 
ment computed under the application) for the applicant. (This 
figure, must agree with that shown in the proper space on the 
application and also with that in column (3) of ACP-25). 

(4) After the word "chargeable" enter the symbol and title of the 


appropriation against which the payment under the application is 
to be charged. Such appropriation symbol and title must agree 


ig 


with that entered on AGP-25 in place of the one printed on the 
‘tT OxeM ; 


(5) In the space provided, enter an administrative report beginning 
with the statement, "According to the records of the 
State Office, Western Division, AAA" showing that the payee is 
due a net payment in the above amount under Form No. . 
State and county code and serial No. 5 


(6) If the applicant is indebted to the AAA as the result of an over- 
payment, the statement must show the State and county code and 
serial number and name of the application or commodity contract 
under which the overpayment was made, the amount of indebtedness, 
the name of the Disbursing Officer and the D. O. voucher number 
under which the overpayment was made and the appropriation to be 
credited. If the apolicant is indebted to the AAA as the result 
of his receiving a crop ineurance advance, the statement must 
show the State and county code and crop insurance application 
number which appears on ACP-100, the amount of indebtedness not 
‘recovered, the appropriation to be credited, and where the 
advance was made for a 1939 premium, the name of the Disbursing 
Officer and the D. 0. voucher number. If the applicant is 
indebted to the ASA as the result of his receiving a grant of 
aid (not the grant of aid reported on ACP-25 in accordance with 
subparagraph b above), the statement must show the year and 
program with respect to which the grant was furnished, the amount 
of indebtedness not yet recovered, the appropriation to be 
credited, and the name of the commodity furnished as a grant. 

If a grant of aid is reported on ACP-25, the statement nust 
include a reference to the voucher deduction on the ACP-25. 

The statement shall also include the request that the anount 

due the AAA be set off first, and that thereafter a set-off 
against the balance due the applicant (show the amount of 

such balance -- which amount must agree with the entry opposite 
the applicant's name on the application or on the notation 
entered on the application by the adjustment clerk) be made 
because of the applicant's indebtedness to the governmental 
agency outside the USDA (the name of such agency must be shown.) 


(7) If the applicant is indebted to a USDA agency other than the 
AAA, the statement must show the name and address of such agency, 
and all other information which would be entered on the con- 
tinuation sheet in accordance with paragraph.I of this Section II 
if the payment were being scheduled in the State Office. In 
addition the statement shall include the request that the amount due 

' the USDA agency be set off first and that thereafter a set-off 

against the balance due the applicant (show the amount of such 
balance -- which amount must agree with the entry opposite the 
applicant's name on the application or on the notation entered 
on the application by the adjustment clerk) be made because of 
the applicannt's indebtedness to the governmental agency out- 
side the USDA (the name of such agency must be shown). 


er  : 


(8) Enter the name and address of the Certifying Officer on the first 
copy of AD-42 and on the third copy enter the notation "Return 
to the Office of the Comptroller, AAA." 


d. Do not prepare form ACP-28, ACP-30, the contimuation sheet, public 
voucher, schedule of disbursements, or form 1096. 


e. Distribution of the application, ACP-25, and AD-42. 


The adjustment clerk will file the copies of the application, two 
copies of ACP-~25 and one copy of .iD-42, and shall transmit one copy 
of ACP-25 to the State accountant. 


The original application, the original and two copies of ACP-25, and 

the original and six copies of AD-42 shall be forwarded to the 

Certifying Officer who will sign ACP-25 and enter his initials on the 
original and first two copies of AD-42 beneath the words "Director 

of Finance." Thereafter the documents will be forwarded to the 

Preaudit Office. One copy of ACP-25 will be returned to the State Office 
by the Preaudit Office. Upon receipt of this copy, the adjustment clerk 
will pull one of the file copies of ACP-25 and forward it to the Centrol 
Accounts and Reports Section, AAA, Washington, BT. C. The adjustment clerk 
will also forward the county office file copy of the application to the 
proper county. 


The Preaudit Office will retain one copy of ACP-25 and one copy of AD-42 
and will forward the application, the original and five copies of AD-42, 
and the original AOP-25 to the Comptroller of the AAA who will complete 
the administrative report on Form AD-42, The Comptroller will retain 

one copy of AD-42 and will forward the original application, ACP-25, 

and the original and four copies of AD-42 to the Office of Budget and 
Finance where AD-42 will be dated and signed. Two copies of AD-42 

will be forwarded to the Western Division where one will be kept and the 
other sent to the State Office. One copy of AD-42 will be retained by 
the Office of Budget and Finance and one copy returned to the Comptroller 
of the AAA. The original application, ACP-25 and AD-42 will be forwarded 
to the Washington General Accounting Office. 


When the case is settled, the State Office will receive two copies of 
AAA-367 which shall be handled in accordance with paragraph K of this 
Section II1. If the indebtedness to the AAA was the result of an 
overpayment under a program administered through the State Office 
with respect to which a deduction was made for association expenses, 
prepare and distribute ACP-~28 in accordance with the applicable para- 
graph of this Section II, 


M. een aver on pee ar Ee S2 ce to an a outside Ene ee at the 
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debtedness removed from the Register prior to hvemamiaete of the cate 
to the Claims Division, GAO. 
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There may be instances- wiere the State and Preaudit Offices. have followed 
the procedure outlined in either paragraph K or L above, but where the 
Comptroller of the AAA finds, upon receipt of the case, that the applicant 
is no longer indebted under thé terms of» the Order of. the Secretary relative 
to set-offs. In such instances the Comptroller will return the application, 
AD-42 where applicable, and Form ACP+25, to the State Office together with 

a transmittal letter of explanation and the usual number of copies of 

Form C-1110, Supplement A. 


Le Upon receipt of the documents from the Comptroller, the adjustment 
clerk shall - ; 


a. Make the proper changes on ths register. 
‘bs Mark the two file copies of ACP-25 Canceled". 


c. Prepare a memorandum in triplicate addressed to the Chief of Party, 
General Accounting Preaudit Office, stating that the State Office 
has receiveé information from the Comptrolicr, Agricultural Adjust- 
ment Administration, to the effect that a set-off is not to be made 
against the payment due the applicant, and thorefore, the pre- 

‘gudit approval of ACP-25 should be rcmoved. 


d. Transmit the originals of the memorandum, the application, and 
ACP-25 to the scheduling and veucher unit for the preparation of 
the voucher forrs. (If the applicant is indebted to the AAA the 
adjustment clerk will prepare i.0P--28 in accordance with the appli- 
cable procedure.) Where the Preaudit Office is located in a 
‘different city from that in which the State Office is situated, 
Form C-1110, Suoplemcut A must algo be forwarded to the scheduling 
and voucher vnit with tae application and other documents. 


e. Transmit to the State Accountant one signed copy of the memorandum 
addressed to the Chief of Party. 


f. Prépare a momorandum in duplicate addressed to the Chief, Control 
-Accounts and Herorts Seation, AAA, Vashington, D. C. advising him 
that the copy of ACP-£5 (describe by code and serial number and 
name of applicant) previously transmitted should be disregarded, 
inasmuch as no set-off will be made. The memorandum should also 
contein information to the effect that the payment due. the applicant 
is being sche¢vied in the regular manner. The original memorandum 
shall be forwarded to-the Chief of the Control Accounts and Reports 
Section. i : 


eg. File (with the copy of the application and other documents) one 
copy of the memorandum addressed to the Chief of Party, one copy 
of the memorandum addressed to the Chief of Control Accounts and 
Reports Section, and the letter from the Comptroller of the AAA, 


a Bets 
SCHEDULING AND VOUCHER UNIT 


Upon receipt of the documents from the adjustment clerk, prepare the 
regular number of continuation sheets, public voucher forms and 
schedule of disbursements, and Form 1096 where applicable. The regular 
Aumber of these forns, together with the original application; ACP-25, 
the memorandum ftr the Chief of Party, and Form C-1110 Supplement A, 

if any, will be forwarded to the Preaudit Office. After the case hae 
been reviewed by the Preaudit Office, Form C-1110, Supplement A will be 
returned to the State Office. 


III, APPLICATION FILED BY ONLY ONE APPLICANT, SAME APPLICANT REQUESTS THAT SET_OFF 
Be MADE IN FAVOR OF TH UNITED STATES, NO ASSIGNMENT, 


A. 


Use of AAA 379 


Form AAA-372 has been provided for use by a producer who wishes to 
request that all or part of a particular payment be applied against his 
indebtedness due and unpaid to (1) any department, establishment, or in- 
dependent agency of the Federal Government, (2) any corporation all the 
stock of which is owned by the United States, or (3) any bureau or admin- 
istration of the Department of Agriculture (other than the AAA) including 
any corporation the affairs of which are administered by or under the 
supervision of the Secretary of Agriculture. 


Form AAA-372 may not be executed in favor of a Federal Land Bank or 

the Federal Deposit Insurance Corporation because these agencies are only 
partly owned by the United States. The form is most frequently executed 
in favor of the CCC, FCA, FSA, and in some instances, the Federal Housing 
Administration. If forms AAA-372 executed in favor of any other agencies 
are received, the Washington Office of the Vestern Division should be 
advised. 


Any form similar to AAA-372 may be accepted if it contains all of the 
information required on AAA-372, Hither the AAA-372 or any similar form 
must be signed by the producer and a county committeeman, and all of the 
required information must apoear thereon. An account number may also be 
shown, but this is not required. The producer will have indicated either 
the percentage share of the payment or the amount of money, representing 
all or a part of the payment which may be due him, which ne wishes to have 
aoplied against his indebtedness. The adjustment clerk shall check form 
AaA-372 and determine that all of the necessary information has been 
entered. Ifa similnr form is used, it, too, must include all of the 
information required on AAA-372, 


Form AAA-37< or its equivalent must be filed in the county and forwarded 
to the State Office along with the apolication to which it refers. Data 
regarding the indebtedness should not appear on the rezister. The amount 
to be set off will be the amount specified on AAA-372 or the amount of 
payment available for such set-off, whichever smount is smaller. 


mt 


Where an applicant whose name apoears on the register deecuee 4 a. . AAA-372 i 
favor of the agency to whom the resister shows him indebted, the AAA-3572 
shall be disregarded unless there is evidence that it refers to another debt. 


“There a AAA-372 is executed - in favor of an agency “within the USDA, the amount 
due the creditor agenty will be scheduled on the. continuation sheet and a 
check for such amount will be drawn. 


Disvosition of AAA-~372 where set-off cannot be made. 


fF the apolicant who submits AAA-372 is also listed on the register as in- 
cane to some other agency of the Federal Government, the set-offs shall be 
made in the order outlined in paragraph D of Section I. Where the amount 
due a Governmental agency or an assignee having priority over the agency in wh 
whose favor AAA-372 is executed is equal to or greater than the payment due 
the applicant, the request for set-off will be disallowed; and the AAA-372 
shall be returned to the county (together with the copies of the application 
where the regular audit procedure for the program with respect to wnich the 
apolication is filed requires that one or more covies of the application be 
returned to the county upon aporoval of the original) with an cxplanation to 
the effect that the set-off cannot be made because it is necessary to apply 
the entire amount designated by the producer against his indebtedness to 
another agency or against the amount assigned and remaining unpaid, 


In each instance where a set-off is made because of the producer's request, 
n oroperly executed AAA-372 must have been received in the State Office prior 
to the time when the application is originally certified for payment. 


Form AAA-372 executed in favor of the CCC, FCA, FSA, or other USDA 2 agency 
except the AAA, 


Where the applicant requests that a set-off be made in favor of an agency 
(other than the AAA) within the USDA, the set-off shall be made in accordance 
with paragraph I of Section ape except that -- 


1. The explanatory statement on the application shall read "SET-OFF FOR CCO ~— 
AAA-372 ATTACHED" 'SET-OFF FOR FCA--AAA-372 ATTACHED", SET_OFF FOR FSA -~ 
AAA-372 ATTACHED" | etc. The amount of indebtedness OAilel be the amount 
‘specified on AAA-372 or the payment computed under the application multi- 
plied by the percentage specified on AAA~372. 


2. Form AAA-372 shall be forwarded to the Preaudit Office with the application 


Form AAA-372 executed in favor of an agency outside the USDA. 


If a producer who files AAA-372 requests that a set-off be made in favor of 
an agency outside the USDA, the adjustment clerk will prepare and distribute 
ACP-25 in accordance with the procedure in Section II paragraph K. Entries 
on the apylication will also be made in the manner prescribed in paragraph K. 


wh 
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Form AAA-372 must be attached securely to the original application 
before the documents are sent to the Certifying Officer for his signavure 
on ACP+25 and transmitted to the Preaudit Office, . 


0 es Ae 


APPLICATION FILED BY ONLY ONE APPLICANT. SAME APPLICANT INDEBIED. UNPAID 


ASSIGIMENT REPORTED ON APPLICATION, 


The procedure set forth in this Section IV is applicable to only those 
programs with respect to which paynents may be assigned. 


Upon receipt of an application on which an unpaid assignment is reported, 
the adjustment clerk will determine, from the order of priority in Section 
I, whether the assignment or the indebtedness is to,be deducted first. The 
set-off shall be made in accordance with the applicable paragraph below. 


A. Single-farm or a-range application —- set-off takes priority over 
assignment, i i Bini 


Since the order of priority provides that arequest for set-off is the 
only type of debt over which an assignment may take priority, either 
the debt or the set-off (but not both) will have been reported on a 
single-farm or range application. Accordingly, the procedure in this 
paragraph is applicable where an assignment is reported on an appli- 
cation filed by an applicant whose name appears on the register. 


1, Applicant indebted to AAA, CCC, or other USDA agency. 


Sees ieee i acaae |) peed epbege Céeimae” “cements oni | ipcses emote ae owen Cibean” (etd. Smead Eiatock, cant’, queer, | nares) seqet)) (peer ewes eee mane) oemg 


a. Entries on application for payment. 


Enter in accordance with the applicable paragraph of Section II, 
the amount of indebtedness, the explanatory statement, and the 
emount to be set off, 


Then determine and enter the amount due the assignee, This 
amount shall be the smaller of (1) the amount assigned remaining 
unpaid, or (2) the amount of the "payment less association 
expenses" minus the amount of the set-off. 


Also determine and enter the amount due the applicant. This 
amount shall be the result obtained by subtracting both the 
assignment and the set-off from the "payment less association 
expenses", 


ity LWais necessary to enter a notation (such as that described 
in Section II, paragraph A, 2, b) on the application because 
lines for deductions are not provided, the third line of such 
notation should read. "Payment less set-off ..... $ oe 


b. Preparation of ACP-28 or ACP-30, 


Prepare the applicable form in accordance with the applicable 
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paragraph of Section II. 
mice Preparation of Continuation Sheets ir sy. 


Prepare the continuation sheet in accordance with the applicable 
paragraph of Section II, and in addition, schedule the payment 
due the assignee as follows: 


Enter the application serial number in column (a), If the © 
assignee is not an agency of the Federal Government, enter such 
asSignee'!s name, the word "Assignee", and the assignee!s address 
in column (b). If the assignee is an agency of the Federal 
Government, enter "Treas. U. S., c/o" and the name and address 
of the agency involved (but do not enter. theo word "Assignec") 
in column (b), Enter the applicant's name in-the column headed 
Name of Assignor, In the Amount or Payment column enter the 
anount computed for the assignee and entered on the appropriate 
line of the application, — wer 


If the applicant has executed as assignment in favor of himself 
and the Farm Security Administration jointly, schedule the pay- 
ment in column (b) for "Farm Security Administration and , 

assignee" (showing the name of the applicant in the blank space) 
at thc address shown on the application, Enter the name of the 

applicant in the Nane of Assignor column and the anount due 


the assignee in the Payment column. 


d. Preparation of Public Voucher. 


Prepare the public voucher in accordance with the applicable 
paragraph of Section II, with the following exceptions: 


(1) In determining the mumber of payees to be entered following 
"et al" each applicant shall be considered as one payee; 
each assignee shall be considered as one payee, each set-off 
scheduled for an agency other than the AAA shall be considered 
as one payee, and all sct-offs for the AAA scheduled on all 
forms 1096 shell be considered as one payeo, 


(2) In the notation to be entered beneath the printed certifi- 
cation the amount on the line "Payees ... $ " ghall 
represent the sum of all payments to the applicants, 
assignees, and set-offs for agencies other than the AAA, 


The amount on the line "Forms 1096 .... $ " shall be 
the total of all set-offs scheduled for the AAA on all forms 
1096, 


&, Applicant indebted to an agency o 


Where the register shows that an applicant who assigned all or a 


. 
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part of his payment is indebted to an agency outside the USDA, the 
case shall be handled as follows: 


Qe 


De 


Entries on application for payment. 


Inter an explenatory statement ("SET-OFF FOR , "= showing 
the name of the agency), the amount of indebtedness, and the 
amount to be set off. Also determine and enter the amount due 
the assignee and the amount due the applicant. In addition, 
enter in a conspicuous place the notation "See ACP-25 Bureau 
voucher No. and attached AD-42". 


Preparation of ACP—<5. 


Prepare ACP-25 in accordance with paragraph K of Section Il 


but enter in column (3) the amount of the payment less associ- 
ation expenses. . 


Preparation of AD-42, 


Prepare AD-42 in octuple as follows: 


(1) 


(5) 


The date shall not be entered. 


Enter the name and address of the applicant in the space 
following "account of", 


After the dollar sign enter the amount of payment less 
association expenses computed for the applicant, This 
amount must agree with that entered in column (3) of ACP-25. 


-After "chargeable" enter the symbol and title of the 


appropriation against which the payment under the appli- 
cation is to be charged. Such appropriation symbol and 
title must agree with that entered on ACP-25 in place of 
the one printed on the forn. 


Where the set-off is equal to the indebtedness, the payment 
for the assignee is equal to the anount assigned remaining 
unpaid, and part of the payment is left for the applicant, 

the administrative report on AD-42 must include the follow- 
ing statements: 


(a) Enter the paragraph quoted below as the first paragraph 
of the statement: 


"According to the records of the State Office, 

Western Division and the office of the Comptroller, 

Agricultural Adjustment Administration, ; 
; county, State of 

is indebted to _ within the scope of 

the revised order of the Secretary respecting set-offs 


(>) 
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dated March 5, 1938. Pursuant to the revised order 
the payment certified on the attached voucher may be 
set off against this debt in the amount of $ 

(the principal debt with interest to yee 


Enter the following information in the blank spaces 
of the above paragraph: 


First blani: —- name of your State. 
Second blank —- name of the indebted applicant. 
Third blank -- street number and town in which indebted 


applicant resides (or route number and 
post office) 

Fourth blank -—- county in which indebted ap olicant 
resides. 


Fifth blank —- state in which indebted applicant resides, 
Sixth blank — name of governnental agency outside USDA 
to whom apDlicant is indebted. 

Seventh blank ~~ amount of indebtedness shown on 
Register, When the payment less associ- 
ation expenses is equal to or in excess 
of the indebtedness, the amount in the 
seventh blank must agree with the amount 
of the set-off shown on the application. 


Highth blank -- enter the date on which AAA-371 or AAA 
326 was prepared, If you were notified 
of the debt by the Comptroller, leave 
space for -the date, 


The second paragraph of the statement shall read as 
follows: 


"After the set-off is made it is requested that $ 
be paid to of » assignee," 


Enter the following information in the blank spaces of 
the above paragraph: 


First blank -—- amount entered on the application as 
the payment for the asSignee, 

Second’ blank ——- name of assignee, 

Third blank —- address of assignee, 


The third paragraph of the statement shall read as 
follows: 


"The balance of $ should be paid to in 


(6) 
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accordance with procedure approved by the Acting Comptroller 


General under date of March 1, 1937 (A-51623); provided, however, 


that in the event it is found from the administrative report 
furnished to the General Accounting Office by the 

that has liquidated any part of said indebtedness 
ereg HE , the auount allowable for set-off shall not 
exceed the balance of the principal amount owed by the 
claimant plus interest charges thereon to , the date 
under which information was reported to the Agricultural 
Adjustment Administration on account of which set-off in this 
case is allowed, and the amount to be paid to the claimant 
shall be increased accordingly." 


Enter the following information in the blank spaces of the 
above paragraph: 


First blank -- amount entered on the application as the 
actual payment for the applicant.. 

Second blank -- name of applicant. 

Third blank — name of governmental agency to whom applicant 
is indebted, ; 

Fourth blank ~- name of applicant 


Fifth blank -- amount of indebtedness shown on Register, 
This amount must agree with the amount of 
indebtedness as entered in the first paragraph. 
Sixth blank -- enter the data on which AAA-371 or AAA-396 was 
prepared. If you were notified of the ®bt by the 
Comptroller, leave space for the date. 


Where. the set-off is equal to the indebtedness, the payment for 
the assignee is equal to the amount assigned remaining unpaid, 
but no payment is left for the applicant, the administrative 
report on AD-42 must include the following statements; 


(a) The first paragraph as quoted in (5), (a) above. 
(b) The second paragraph as quoted in (5), (b) above. 
(c) The third paragraph shall read as follows: 


"No payment will be made to the claimant unless it is found 
from the administrative report furnished to the General 
Accounting Office by the ane that has 
liquidated amy part of said indebtedness of Stee Pein 
which event the amount allowable for set-off shall not exceed 
the balance of the principal amount owed by the claimant 

plus interest charges thereon to , the date 
under which information was reported to the Agricultural 
Adjustment Administration on account of which set-off in this 
case is allowed. The balance of the payment remaining as the 


—~ 64 — 


result of the liquidation of any part of the indebtedness 
should be paid to in accordance with pro- 
cedure approved by the Acting Comptroller General under date 
of March 1, 1937 (4-51623)," 


Enter the following information in the blank spaces of the 
above paragraph; 


First blank — name of governmental agency to whom appli- 
Cant is indebted. 
Second blank —— name of applicant. 
Third blank -—- amount of indebtedness shown on Register. 
This amount must agree with the amount of 
the set-off as shown on the application, 
Fourth blank — enter the date on which AAA-371 or AAA-396 
, was prepared, If you were notified of the debt 
by the Comptroller, leave space for the date. 
Fifth blank -- nane of applicant. 


(7) Where the set-off is equal to the indebtedness, but the amount 
left for the assignee is less than the amount assigned reamining 
unpaid and no payment is left for the applicant, the administrative 
‘Yreport.on AD-42 must include the following statements: 
(a) The first paragraph as quoted in (5), (a) above. 


(b) The second paragraph shall read as follows; 


"After the set-off is made it is requested that $ be 


paid to of » assignee; unless it is 
found from the administrative report furnished to the 
General Accounting Office br the ai aber has 


liquidated any part of said indebtedness of $ eA 
which event the amount allowable for set-off shall not exceed 
the balance of the principal amount owed by the claimant 
plus interest charges thereon to _» »» the -date-under 
which information was reported to the Agrie Adj. Adm. on 
account of which set-off in this case igs allowed, and the 
payment for the assignee shall be increased accordingly. 

The payment to the assignee shall not,.however, exceed 

$ - If any amount remains after the set-off and the 
full amount due the assignee have been deducted, such amount 
should be paid to in accordance with procedure 
approved by the Acting Comptroller General under date of 
March 1, 1937 (A-51623)," 


Enter the follewing information in the blank spaces of the 
above paragraph: 


First blank -—- amount entered on the application ag the 
payment for the assignee. 


(8) 


Second blank -—— nane of assignee. 
Third blank -- address of'‘assiznee. 
Fourth blank —- name of governinental agency outside USDA 

to whom ‘applicant is indebted. 
Fifth blank -— name of applicant 
Sixth blank -—- amount of indebtedness ‘shown on Register. 

“This amount must agree with the amount of 

the set-off shown on the second line of 

the notation entered on the application. 
Seventh blank —- enter the date on which the AAA-371 or AAA~396 

was prepared. If you were notified of the 

debt by the Comptroller, leave space for the 

date. 
Eighth blank -- emount assigned remaining unpaid. This 

amount will. appear in the proper place on 

the application (line 35 of WR-21l, line 

, 47 of WR-213, line 9 of WR-219). 

Ninth blank -- name of applicant. 


Where the set-off is equal to the indebtedness, and no payment 


is left for the assiznee and. the applicant, the administrative 
report on AD42 must include the following statements: 


(a) 
(>) 


The first paragraph as quoted in (5), (a) above. 
The second paragraph shall read as follows: 


"No- payment will be made to the assignee or the claimant 
unless it is found from the administrative report:.furnished 
to the General Accounting Office br the that 

has liquidated any part of said “indebtedness 


Cee OSS 4 _, in which event the amount allowable for 


set-off shell not exceed the balance of the principal 

amount owed by the claimant plus interest charges thereon 

to ___, the date under which information was reported 
to the Acricultural Adjustment Administration on account 

of which set-off in this case is allowed. If, because of 
the liquidation of any part of the indebtedness, a balance 


of the payment not in excess of $ remains after 
the set-off is made, such balance should be paid to 
of , assignee, however, if an 


‘amount in excess of $ remains after the set-off 
is made, $ should be paid to the assignee and the 
balance should be paid to in accordance with 
procedure approved by the mphiactuah pp General under 
date of March 1, 1937 (4-51623),' 


Enter the following information in the blank spaces of the 
above paragraph: 


First blank -—- name of governmental agency to whom appli~ 
cant is indebted. 


at EK ae 


Second blank -—— name of poplomants 
Third blank — amount of indebtedness shown on fieetater. 
This amount must agree with the amount of 
the set-off as shown on the application. 
Fourth blank -- enter the date on which the AAA+371. or AAA-396 
was prepared, If notice of the debt was re- 
ceived on C-1110 Supplement A, make no entry, 
but leave space sufficient for the date, 
Fifth blank — amount assigned remaining unpaid. This 
amount will appear in the proper eames 
on the appr Cablon. di oN 


Sixth blank -- name of assignee. 

Seventh blank -- address of assignee. 

Highth blank —- amount assigned remaining unpaid. 
Ninth blank —- amount assigned remaining unpaid. 
Tenth blank -~ name of applicant. 


(9) Where the set-off is less than the indebtedness, and no payment 
is left for the assignee and the applicant, the administrative 
report on AD-42 must include the following statements: 


(a) The first paragraph as quoted in (5), (a) above. 
(b) The second. paragraph shall read as follows: 


"In the event it is found from the administrative report 
furnished to the General Accounting Office by the 
that has liquidated any part of said ikeeedeens 
of $ , all or as much of the payment as necessary 
shall be applied against the amount allowable for set-off 
which amount shall not exceed the balance of the principal 
amount owed by the claimant plus interest charges thereon 
to , the date under which information was reported 
to the Agricultural Adjustment Administration on account of 
which set-off in this case is allowed. If, because of the 
liquidation of any part of the indebtedness, a balance of 
the payment not in excess of $ remains after the set- 
off is made, such balance should be paid to of 

,» assignee; however, if an amount in excess of 
$ remains after the set-off is made, 
should be paid to the assignee and the balance should be 
paid to in accordance with procedure approved by 
the Acting Comptroller General under date of March 1, 1937 
(A-51623)." 


Enter the following information in the blank spaces of the 
above paragraph: 


First blank -—- name of governmental agency to whom applieant 
is indebted, 


i 
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Second blank -- nane of apslicanti 
Third vlaak «<— ariount of indebtedness shown on Register. 
| This amount will not be the same as the 
; emount of the set-off. 

Fourth blank -- enter the date on which the AAA-371 or 
AAA-396 was prepared, If you were notified 
of the debt by the Comptroller, leave space 
for the date. 

Wifth blaniz —- amount assigned remaining unpaid. This 
amount will appear in the proper place on 
the application. 

Sixth blank -—- name of assignee. 

Seventh blank —- address of assignec. 

Bight blank -- amount assisned remaining unpaid. 

ifinth blani: -<~ amount assigned remaining unpaid. 

Tenth blank -—- neme of applicant. 


(10) Enter the namo and address of the Certifying Officer on the 
first copy of AD-42, and on the third copy center the notation 
"Roturn to the Office of tho Comptroller, AAA," 


een Dirstrimition of? forns, 


Distribute the application, AOP-25, and. AD-42 in accordance with 
paragraph L of Section Il. 


B, Single-farm or range application —— Applicent indebted to USDA agency and 


to agency of the Federal Government outside the USDA, 


1. 


There the emount due the USDA agency is equal to or greater than the 
payment, follow the procedure in Section II, paragrapieA, BP, 2; E, 
F, G8, 1, or J, Disregard the sndebtedness to the agency outside the 
USDA, Enter an "Oo" on the line provided on the application for the 
payment to the assignee, and do not schedule a payment for the assignee 
on the continuation sheet, Also enter an "ot on the line provided on 
the apolication for the payment to the applicant. 


Where the sum of the amounts due the USDA agency and. the agency outside 
the USDA is equal to or greater than the payment, follow the procedure 
in Section II, paragraph L; and, in addition, include in the statement 
on AD-42, the paragraph quoted in paragraph 4, 2, ¢, (8) of this Section 
La “ab 


Enter on the application the emount of sndebtedness due the agency 
outside the USDA, an explanatory statement regarding such indebtedness, 
and the amount to be set off. Also enter an No" on the line provided 
for the payment to the assignee and on the line provided for the payment 
to the apdlicent. Data regarding the cebt owing to the USDA agency shall 
be entered on the application in accordance with paragraph L of Section 
‘yin 


oe 


‘~Where the payment due under the application is sufficient to cover the 


amount owing to the USDA agency, the amount owing to the agency outside 
the USDA, and all. or part of the amount due the assignee, but nothing 
remains for.the applicant, follow the procedure in Section II, 
paragraph L; and, in addition, include in the statement on AD-42 the 
paragraph quoted in either subparagraph (6) or (7) ——- depending upon 
whether the assignee can be paid in full — of paragraph A, 2, c, of 
this Section IV. Since two set-offs are involved, it will be necessary 
to change some words in the quoted paragraph from singular to plural 
form. Enter on the application the amount of each debt, the explanatory 
statements, the amounts to be set off, and the amount due the assignee, 
Enter an "0" on the line provided for the payment to the applicant. 


Where the payment due under the aplication is sufficient to cover the 
amounts owing to the USDA agency, the amount owing to the agency outside 
the USDA, and the amount assigned remaining unpaid, follow the procedure 
in Section II, paragraph L; and, in addition, include in the statement 
on AD-42 the paragraph quoted in either subparagraph (5) or (6) — 
depending upon whether an amount remains for the applicant — of para- 
graph A, 2, c, of this Section IV. Since two get-offs are involved, it 
will be necessary to change some words in the quoted paragraph from 
singular to plural forn. 


inter on the application, the amount of each debt, the explanatory 
statements, the amount to be set off, the amount due the assignee, and 
the amount due the applicant. 


C, Multiple-farm application. 


i, 


General. 


Deductions for amounts due the United States and amounts due assignees 
shall be made in accordance with the order of priority established in 
Section I, paragraph D. 


If the applicant has executed AAA-372 and one or more assignments, ~ 
both the AAA-372 and the assignments shall be recognized and paid, if 
the amount due under the application is equal to or greater than the 
sum of the amount/s assigned and the amount specified on AAA-372, If 
all assignments reported on the application were filed in the county 
office prior to the filing of the AAA-372, the amounts due all assignees 
shall be deducted from the payment before the amount specified on 
AAA-372 is deducted, Likewise, if the AAA372 was filed in the county 
prior’to the filing of any of the assignments, the amount specified on 
AAL-372 shall be deducted from the payment before the amount due any 
assignee is determined, In the event that one or more assignments 

were filed in the county before the AAA-372 was filed, but other 
assignments were filed in the county subsequent to the filing of the 
JAM-372, deductions shall be made as follows: (1) amounts due all 
assignees whose assignments were filed prior to the AM372, (2) amount 
specified on AAA-372, (3) amounts due all assignees whose assignments 
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were filed subsequent to the AAS 872, 


Where both a AAM-372 and one or more assignments are reported on a 
multiple-farm application, the county office must indicate the order 
in which the forms were filed, If this information does not appear 

on the application at the time it is forwarded to the adjustment clerk, 
it will be necessary to request the information before computing the 
payments (unless the amount of the "payment less association expenses" 
computed on the application is equal to or greater than the sum of all 
debts recorded against the applicant on the register, the amounts 

due all assignees, and the amount specified on AAA-372, in which event 
all debts and assignments can be paid in full and it makes no difference 
whether the assigmmont or the AAA-372 debt is deducted first.). 


Entries on the application for payment. 

The payment earned (the entry on line 3, column (c). of WR-312) should 
have been entered on the application before it was forwarded to the 
adjustment clerk who shall determine and enter the anount/ s to be set- 
off, the amount/s due the assignee/s, and the amount due the applicant. 
All deductions shall be made in accordance with the order of priority 
in Section I and the balance of the payment, if any, shall be approved 
for the applicant. 


fmount/ s to be set off, amount/s due assignee/s, and the payment for 
the applicant shall be determined and entered on WR-3L2 in the following 
manner: 


a. If one or more debts are recorded azeinst the applicant on the 
register, enter on line 4, column (b); the amount of the debt 
which, according to Section I, paragraph D, takes priority. 
Beneath columns (ad) to (h) enter on line 4 the explanatory state- 
ment described in the applicable paragraph of secuLon Lis 
Opposite line 4 in column (i) enter the amount on line 4, column 
(hj*or that on tine 3, colurn (c), whichever is smaller. 


(1) If a 1939 grant of aid was made in connection with any of the 
farns reported on WR+-312, data regarding such grant should be 
reported on Tone 4,. The amount of the grant should be entered 
in column (b), the notation "1939 grant of aid" should be 
entered beneath columns (a) to (h), and the amount to be 
deducted (the smaller of the entries on line 4, (b) or line 
3, (c)) in column (i). Other items of indebtedness shall be 
entered in accordance with the procedure established in this 
paragraph a or paragraph b but on the’ next succeeding lines. 


b. If an amount remains after computing the set-off in accordance 
with paragraph a above, and one or more other debts are recorded 
against the applicant on the register, enter on line 5, column (bd), 
the amount of the debt which 4s next in the order of priority 
established in Section I, paragraph D. Also enter on line 5 
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beneath columns (d) to (h) the explanatory statement described in 
the applicable paragraph of Section II. Opposite line 5 in column 
(i) enter the amount to be set off, which is the snaller of the 
amount on line 5, column (b) or the amount on line 3, column (c), 
minus the sum of all deductions ‘having priority. Repeat this 
procedure until all debts listed on the register (not AAA-372 debts 
or assignments) have been entered on the following lines and 
deductions therefor computed or until the payment on line 3, 

column (c) is exhausted, 


(1) If the entire amount shown on line 3, column (c) is to be 
used in making the set-offs for debts recorded on the regi ster, 
enter an "O'' in column (i) opposite the name of each assignee, 
Opposite any notation regarding a AAA-372, and on line 7. 


If the sum of all deductions determined in accordance with para- 
graphs a and b above is less than the entry on line 3, column (c) 
and no assignment or AAA-372 indebtedness is reported, enter on 
line 7, column (i) the result determined by subtracting the sum 
of all such deductions from the entry on line 3, column (om 


If the sum of all deductions determined in accordance with par a- 
graphs a and b above is less than the entry on line 3, column (c) 
and one or more assignments, but no AAA-372, are reported,..—— 


(1) Enter in column (d) on each line on which an assignment is 
reported, the result determined by multiplying the entry in 
column (c) on such line by the percentage determined by sub- 
tracting the association expense rate on line 3 from 100 
percent. 


(2) Enter.in column (f) the smaller of columns (ad) and (e). 


(3) Enter on line 1, column (f) the total of the entries in 
column (f). 


(4) Enter below column (f) on line 2 the remainder determined by 
subtracting the sum of all amounts in column (i), from the 
entry on line 3, column (c)\. 


(5) If the entry on line 1, column. (f). is equal to or less than 
the entry on line 2 under column (f), transfer the entries in 
column (f) [except the entry on line 1] to column (i) om ens 
same lines, 


(6) If the entry on line 1, column (f) is greater than the entry 
on line 2 under column (f), divide the entry on line 2 under 
column (f) by the entry on line 1, column (f) and enter the 
resulting factor (carried to four decimal places) in the 
heading of column (i), 


me 


(a) Obtain the entries for column (i) for all assignments 
 by-multiplying the entries in column (f) by the factor 
in the heading of column (i). The sum of the amounts 
thus prorated to the assignees must equal the entry on 
line 2 under column (f), and any adjustment because of the 
rule of fractions shall be made in the last entry 
determined, 


(7) Enter on line 7, column (i) the remainder determined by 
subtracting the sum of the entries in column (i) from the 
entry on line 3, column (e),< Lf. the result is a zero enter 
an VO", 


If the sum of all deductions determined in accordance with para- 
graphs a and b above is less than the entry on line 3, column (c) 
and no assignments are reported but a AAA-372 is reported, enter 
the amount of the debt on the applicable line in column (>), This 
amount shall be either (1) the amount specified on AAA-372 or the 
result determined by multiplying the entry on line 3, column (c) 
by the percentage specified on AAA-Z372, The proper explanatory 
statement, as described in Section III, should be entered on the 
same line beneath columns (a) to (h). Enter in column (i) the 
smaller of the amount on the same line in column (») or the result 
determined by subtracting the sum of all other deductions from 

the entry on line 3, colwan (c). 


Enter on line 7, column (i) the remainder determined by sub- 
tracting the sua of all entries in column (i) from the entry on 
line 3, column (c). If the result is zero enter an "0". 


If the sum of all deductions determined in accordance with para- 
graphs a and bd above is less than the entry on line 3, column (c) 
and both a AAd-272 and assignment/s are reported, enter the amount 
of the AAA-272 debt in the applicable line (in accordance with para- 
gragh e above) and determine which form was filed in the county 
office first. Then proceed as follows: 


(1) If all assignments were filed before the AAA-372, determine 
and enter the paynent/'s for the assignee/s in accordance with 
paragraph d above. =nter in column (i) on the line on which the 
AM-372 debt is recorded the smaller of (1) the amount on the 
sane line in column (b) or (2) the result determined by sub- 
tracting the sum of all entries in column (i) from that on line 
%, Column (c). If the result is ,ero enter on No", Then enter 
on line 7, column (i) the result determined by subtracting all 
entries in column (i) from that on line 3, column (c). 


"Wa If the AAA~-372 was filed prior to the filing of my of the 
assignments, determine and enter the amount to be set off in 
accordance with paragraph e above. Then determine the payment 
for each assignee and the applicant in accordance with para- 
graph d above. 


Dee 


(3) If one or more assignments were filed prior to the filing of 
AAA-372 and one or more assignments filed after the AAK-S72. —= 


| (a). 


(d). 


(c) 


Determine the payment/s for each assignee whose assign- 
ment was filed prior to the AAA-372 as follows: 


Enter in column (d) on the same line with each such 
assignee's name the result determined by multiplving the entry 
in column (c) on such line by the percentage determined by 
subtracting the association expense rate on line 3 from 


100%. 
Enter on the same line in column (f) the smaller of 
columns (d) and (e). , 


Enter on line 1, column (f) the sum of all entries in the 
column. — 


@nter on line 2, column (f) the result determined by sub- 
tracting the sum of all amounts in column (i) from the 
entry on line 3, column (c). 


If the entry on line 1, column (f) is equal to or less than 
the entry on line 2, column itl transfer. abl entries in 
column (f) -- except that on line 1 -- to the same line in 
column (i). 


If the entry on line 1, column (f) is greater than the 

entry on line 2, column (f), divide the entry on line 2, 
column (f) by that on line 1, column (f) and enter the 
resulting factor (carried to four decimal places) in the 
heading of column (i). Obtain the entry in column (i) for 
each assignee wnose assignment was filed prior to the AAA-372 
by multiplving the entry on the same line in column (f) by 
the factor in the heading of column (i). The sum of the 
amounts for the assignees in column (i) must equal the entry 
on line 2, column (f). 


Enter in column (i) on the line on which the AAA~372 debt 
is reoorted the smaller of (1) the entry on the same line 
in column (bd) or (2) the result determined by subtracting 
the sum of all amounts in column (i) from that on line 3, 
column (c). If the result is zero, enter an "0" in column 
(i), and enter an "0" in column (i) opposite the name of 
any assignee whose assignment was filed after the AAA-372, 
and on line 7. 


If an amount remains after deducting the AAA-372 debt, 
determine the amount due each assignee whose assignment was 
filea after the AAA-372 as follows: 


Enter in column (d) on the same line with each such assignee's 
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name the result determined by multiplying the entry in 
column (c) on such line by the nercentage determined by sub- 
‘tracting the association exoense rate on line 3 from 100%. 


“Enter on the same’ line. in column (f) the smaller of the 
amounts on the same line’ dni¢olumns (a) and (e). Encircle 
each ‘such entry in column (f). ) 


Enter beside the other total in column (f) the sum of the 
encircled entries. Encircle this total in column (f). 


Enter on line 2 under column (g) the result, determined by 
subtracting the sum of all amounts in columa (i) from that 
on-bine’3, column (c). Encircle this entry. 


If the encircled total on line 1, column (f) is equal to or 
less than the encircled entry on line 2, column (2), transfer 
“p11 encircled entries in column (f) -- except that on line 1 -- 

to the same line in column (i). 


If the eicircled total‘on line 1, ‘column (f) is greater than 
the encircled entr on line 2, column (g), divide the en- 
circléd entry on line 2 by that on line l-and enter the re- 
sulting factor (carried to four decimal places) in the head- 

“dine of column (i). Obtain the entry in column (i) for cach 
assignee whose assignment was filed after the AAA-372 by 

multiplying the encircled entri on the same line in column (f) 
by the factor in the heading of column (i); The sum of the 
parments computed for such assignees must edual the encircled 
entry on line 2, column (g). 

(a) Enter on line 7, column (i) the result determined by subtract-— 

ine the sum of all amounts in column (i) from that on line 3, 
column (c). ; : 


3. Preparation and distribution of other forms. 


a 


Applicant indebted to.a USDA agency. 


Prepare and distribute ACP-28, ACP-30, the contimmation sheet, 
public voucher, schedule of disbirsements, or form 1096 in accord- 
ance with the apolicable paragraoh of Section II. In addition, 
schedule the payment for each assignee in accordance with paragraph 
A of this Section IV. .Also determine the number of payees and the 
amount to be entered on the public voucher, as the total amount due 
the payeos, in accordance with paragrapi A of this Section IV. 


Aoplicant indebted to om agency outside the USDA. 
Prepare ACP-25 in accordance wit: narngranh K of Section II but onter 
Fa) 


in 
jn column (3) the payment less association expenses (line 3, column 
Ce yaOP Re SUS): 


gig ee 


"Prepare and distribute AD-42 in accordance with paragraph A of this 
Section IV, but where necessary, change the statement to fit the 
Situation. ‘here more than one assignment is reported on the multiple- 
. farm apolication, the administrative revort shall contain state- 

ments showing the amount due each assigmee and requesting that each 
such amount be paid after the proper set-offs are made. If a AAA-372 
set-off is to be made and there are assignments having priority over 
such set-off, the administrative report must include a request that 
certain assignees (their names, addresses, and the amounts must be 
siown) be paid before the amount due the governmental agency in whose 
favor AAA-372 was executed is naid because of the fact that the 
‘assignments were filed first and, therefore, take priority under the 
revised Order of the Secretary respecting set-offs dated March 5, 
1938, Likewise, if an amount specified on AAA-372 is to be deducted 
before the amount due an assignee, the administrative reovort shall 
contain a request to that effect. 


The following oxamples show the method of adapting the procedure in 

naragraoh A of this Section IV to fit the situations described 

below. Similar adaptations will bo made when other situations are 

involved. 

(1) In the event that the indebtedness listed on the resister is 
less than the »savment due under the aonlication, but two assign- 
ments are reported and the amount comouted for each assignee is 
less than the amount assigned and no payment is left for the 
aonlicant, the administrative revort on AD-42 must include the 
following statements: 


(a) The first paragraoh as quoted in paragraph A, 2, c, (5), 
(a) of this Section IY, 


(b) The second paragraph of AD-42 shall read as follows: 
(adapted from paragraph A, 2, c, (7), (6) of this Section IV). 
"After the set-off is made it is requested that $ 
be paid to of , assignee and that $ 
be paid to gh Oe » a8Signees; unless it is found 
from the administrative report furnished to the General 
Accounting Office by the ». that has liquidated 
any pert of said indebtedness of $ , in which event 
the amount allowable for set-off shall not exceed the balance 
of the principal amount owed by the claimant plus interest 
charges thereon to , the date under which information 
was reported to the Agricultural Adjustment Administration 
on account of which set-off in this case is allowed, and 
the payments to the assignees shall be increased accord- 
ingly -- the payment to each assignee being the same per- 
centage of the amount allowable for payment of the assign 
ment that the 'payment less set-off! is of the total of all 
amounts allowable for payment of all assignments. However, 
the payment to , assignee, shall not exceed $ A 


(2) 
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and the paymeht for , asSignee, shall not exceed 
$ .. If anv amount remains after the set-off and the 
full amounts due the assignees have been deducted, such 
amount should be paid to in accordance with pro- 
cedure approved by the Acting Comptroller General under date 


of March 1,°1937, (4+51623)." 


Enter the following information in the blank spaces of 
the above paragraphs: 


First blank -—- amount entered on the application as the 
emount due the first assignee listed. 

Second blank -- name of first assignee listed. 

Third blank -- address of first assignee listed. 

Fourth blank -- amount entered on the application as the 
amount due the second assignee listed. 

Fifth blank -- name of second assignee listed. 

Sixth blank -- address of second assignee listed. 

Seventh blank -- neme of governmental agency outside USDA 
to whom applicant is indebted, 

Eishth blank -——- name of applicant. 

Ninth blank -- amount of indebtedness shown on Register. 
This amount must agree with the amount of 
the set-off shown on the second line of the 
notation entered on the application. 

Tenth blank —- enter the date on which the AAA-371 or 
AAS-396 was prepared. If vou were notified 
of the debt by the Comptroller, leave space 
for the. date. 

Eleventh blank -- name of first assignee listed. 

Twelfth blank —- amount of application which represents 
the most which can be paid to the first 
assignee listed (the entry in column (f) 
of Section III, WR-Z12 on the same line 
with the assignee's name). 

Thirteenth blank -—— name of second assignee listed. 

Fourteenth blank ~- amount on application which represents 
the most which can be paid to the second 
assignee listed. 

Fifteenth blank —- name of applicant. 

Where more than two assignments are reported on the apoli- 

Cation, all such assignments will be included in the para- 

&raph quoted above. 


If a set-off is being made for an agency outside the USDA at the 
applicant's request on AAA-372 and there are two assignments 
which take priority over the set-off and two which do not take 
priority over the set off, and a payment for the applicant, the 
statement on AD-42 shall read as follows with the proper in- 
formation entered in the blank spaces: 
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"According to the records of the State Office, Western 
Division, Agricultural Adjustment Administration, of 

has requested,-.as evidenced by the attached form 
AAK-372, Producer's Request for Set-Off, that $ of the 
funds due him under be applied against his indebted- 
ness to the -,. Therefore, the case is being forwarded 
to you for settlement. 


"It is requested, however, that first of all $ of the : 
above amount claimed be paid to ewok a) SSB Enee, an 
that $ of the above amount claimed be paid to of 


» assignee, both of which assignments are not subject to 
set-off because of the fact that they were filed in the county 
office prior to the filing of the AAA-372 and such assignments, 
therefore, take priority in accordance with the revised Order of 
the Secretary respecting set-offs dated March 5, 1938, 


"Thereafter, $ of the proceeds of the payment certified on 
the attached voucher should be used in liquidation of the claimant's 
indebtedness to pursuant to his request. ter that is 
done, it is requested that $ of the above amount claimed be 
paid to of , assignee and that $ of the 
above amout claimed be. paid to of , assignee, both 
of whose assignments are subject to the set-off because they were 
filed in the county affice after the AAA-372, 


"The balance of $ should be paid to in accordance 


with procedure approved by the Acting Comptroller General under 
date of December 30, 1937 (d4+51623)." 


c. Applicant indebted to a USDA agency and to an agency outside the 
USDA, 


Prepare and distribute ACP-25 and AD-42 in accordance with paragraph 
L of Section II but include in the administrative report the proper 
requests regarding the amount to be paid to each person and the order 
in which such amounts should be deducted, 


APPLICATION FILED BY TWO OR MORE PERSONS —- ONE OR MORE INDEBTED AND OTHERS NOT 
INDEBTED, NO ASSIGNMENT EXECUTED BY INDEBTED APPLIC ANT, 


The procedure in this section shall be followed when an application is filed by 
two or more applicants some of whom are indebted and others are not indebted, 
(If the indebted applicant has also assigned all or a part of his payment, refer 
to Section VI.) In the event that it is shown on the application that all or a 
part of the payment is to be paid to two or more persons jointly and one of such 
persons is indebted, it will be necessary to obtain a statement, signed by all 
of the persons entitled to share in the joint payment, setting forth the manner 
in which the payment is to be divided among them; and thereafter a set-off shall 
be made, in accordance with the procedure established in this section V, against 
that part of the payment due the debtor. In each such instance the original 
statement regarding the division of payment must be attached to and forwarded to 


We 


ee are 


the Preaudit office with the original application, A copy will be filed with 
oe ee of the application, 


Applicant/s 3 indebted 1 view a ‘USDA agency but not to an agency outside of the 


USDA, 


iL Payment for each applicant who is not indebted shall ms determined and 
entered on the application in the regular manner, Any amount assigned 
by an applicant who is not indebted shall also be computed for payment 
to the assignee and entered on the pe et ee in the regular manner, 


2, Prepare all documents necessary for the set-off, and enter the proper 


notation on the application in accordance with the applicable parag raph 
Gewnocturon it. or oeotion ITT, 


a. If the debdtor was to have received a joint payment with another 
person who is not indebted, enter in a conspicuous place on the 
application, or on another sheet attached to the application, a 
notation showing the actual payment to be made to each person in- 
dividually, Such payment shall be determined by multiplying the 
payment less association expenses due all such persons jointly by 
the percentage indicated on the statement signed by all such per- 
sons'showing the extent to which each was to have shared in the 

. joint check. Beneath the payment determined for the debtor enter 
either the amount -being set-off in favor of the AAA and the program 
in connection with which the indebtedness arose or the amount being 
set-off in favor of the other USDA agency, together with the actual 
payment, if any, for such debtor. 


SCHEDULING AND VOUCHER UNIT 


3. Prepare the proper Continuation Sheet, Public Voucher, Schedule of Dis- 
bursements, and Standard form 1096 in accordance with the applicable 
paragraph of Section II or Section III. Payment for each applicant 
not indebteé and payment of an assignment made by each applicant who 
is not indebted shall be scheduled in accordance with existing pro- 
cedure, 


ADJUSTMENT CLERK 


Applicant/s indebted to an agency outside of the USDA but not to any 
administration or bureau within the USDA, 


1. Payment for each applicant who is not indebted shall be determined and 
entered on the application in the regular manner. Any amount assigned 
by an applicant who is not indebted shall also be computed for payment 
to the assignee and entered on the application in the regular manner. 


2. Prepare all documents necessary for the set-off, and enter the proper 
notation on the application in accordance with paragraph K of Section 
II or paragraph D of Section III, with the following exceptions: 
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If the debtor was to have received a joint payment with another per- 
son who is not indebted, enter in a conspicuous place on the appli- 
Cation, or on another sheet attached to the apnlication, a notation 
showing the actual payment to be made to each person individually. 
Such payment shall be determined by multiplying the payment less 
association expenses due all suth persons jointly by the percentage 
indicated on the statement signed by all such persons showing the 
extent to which each was to have shared in the joint chec*. 


Preparation of ACP-25 


(1) he bureau voucher. number of ACP-25 shall.be the next in order 


G23) 


in the new series established for the program in question. 

(If two or more of the apvlicants are indebted outside the 
USDA prepare a separate ACP-25 for each. The bureau voucher 
numbers shall run consecutively in numerical order regardless 
of the fact that only one apolication for payment is involved) 


Where a gross payment is not comouted on the application for 
each applicant individuslly, dctermine the entry for column (1) 
of ACP-25 by multiplying -the entire gross payment due all 
apolicants by the percentage share of the payment to which 

the debtor is entitled. Likewise, the amount deducted for as- 
sociation expenses shall be determined by multiplying the 
total deduction for association expenses under the application 
by the percentage share of the pavment to which the debtor is 
entitled. For example, if the debtor filed a sugar anvlica- 
tion, S3-310, which is also signed by other producers who are 
not indebted, determine the entry for column (1) of ACP-25.by 
multiplying the entry on line 16 of SB-310 by the percentage 
share of the payment entered in column 3 of Section V on the 
same line with the debtor's name: also determine the amount to 
be entered in column (2) of ACP-25 by multiplying the amount 
representing the difference between the entries on:lines 16 
and 17 of SB-310 by the same percentage. 


Preparation of ACP-26, "Receipt in Lieu of Form , Application 
for Payment and Related Documents, Agricultural Conservation Pro- 
gran", 


Prepare ACP-26 in triplicate in the following manner: 


(1) 


(2) 


Make no entries in the spaces following "DO Voucher No." and 
"Bureau Voucher No." 


On the line beneath the Bureau Voucher number enter the State 
and county code and apolication serial number of the applica- 
tion for payment. 


In the blank space folloving the words "Receipt in Lieu of 


Form" write the Form number of the application for payment 


is 
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involved. If the apvlication against which the set-—o11 16 
being made is not a conservation anzlication, delete "Agricul- 
tural Conservation" from the title of the eu and enter the 
name of the applicable program. 


(4) On the line above the word "(Station)" enter the name of the 
city and State where the Preaudit office is located. 


(5) On the line above the words "(Name of debtor-payee)" write the 
name of the indebted applicant. (If more than one apolicant 
is indebted enter the name of each.) 


(6) If the application against which the set-off is being made is 
not a conservation application, delete "Agricultural Conser- 
vation" from the first paragraph 


(7) Following the dollar sign enter the payment computed for the 
apolicant whose name was entered on the line above. If more 
than one applicant is indebted, enter immediately after the $ 
Sign the. amount se the first person listed, followed by the 
amount due the second person named, etc. 


(8) Enter on the lines below she vrinted paragraph the names of the 
other applicants who are not indebted and the net amount due 
each. If any of such apolicants have executed assignments, 
also enter the name of each assignee and the amount due. 


Preparation of Zorm ACP-27, "Facing $h Yetonge orm Applica- 
tion for Payment and Related Documen i sis icultural Conservation 
Program." 


Prepare Form ACP-27 in triplicate as follows 


(1) Make no entries in the spaces following "D. 0. Voucher No." 
and "Bureau Voucher Mo." 


(2) After the words "Facing Sheet for Torm" enter the form number 
of the ppolication involved. If the application against which 
the set-off is being made is not a conservation application, 

‘delete "Agricultural Conservation" from the title of the form 
and enter the name of the apnlicable program 


(3) The "Symbol No." to be entered in the space provided shall be 


he symbol number furnished by the Regional Disbursing Offices 


(4) On the line above the words "(Location of Station)" enter the 
city and State in which the Regional Disbursing Office is 
located, and above the words "(Month and year of account)" 
enter the month and year when it is presumed that action will 
be takén by the Disbursing Office. 


(5) On the line above the words "Name of debtor-payee" write the 
name of the indebted applicant. (Where more than one person 
is indebted enter the name of each.) 


——————————————— EEE s—— 
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(6) If the avvlication against which the set-off is being made is 
not a conservation apolication delete "Agricultural Conserva- 
- tion" from the first paragraph. 


(7) Following the dollar sign enter the payment comouted for the 
indebted applicant named above. If more than one person is 
“4ndebted, the amounts following the dollar sign must be entered 
in the same sequence as the names, so that the first name and 
first amount will represent the amount due that person, ete. 


(8) On the line following the words "Such apparent indebtedness 
arises out of a loan from" enter the name of the Governmental 
agency to whom an amount is due from the indebted apolicant. 
If more than one person is indebted the names of the Govern- 
mental agencies shall be entered in such a way that the firet 
one listed shall represent the one to whom the first-named 
applicant is indebted, etc. 


(9) In the soace below the orinted paragraphs tho names of other 
| apolicants who are not indebted and the net amount due each 

shall be entered. If any of such applicants have executed 
assignments, also enter the name of each assignee and the 
amount due. These names and amounts must be the same as those 
entered on Form ACP-26. The two forms have been printed in 
such a way that the names and amounts may be entered on both 
at the same time, using one Form ACP-26 for the original, with 
two Forms ACP-26 and three Forms ACP-27 for the carbon copies. 


The proper notations shall be made on the register. 


If the set-off is being made against the payment due under a range 
application, and an amount will be paid to the applicant after the 
set-off has been made, prepare ACP-109 or other apolicable notice 

of county association expense deduction in duplicate. he original 
shall be attached to the original aovlication, and the copy attached 
to the State Office copy of the application. If no payment is to 

be made to the applicant, ACP-109 or other form shall be orepared 
upon receipt of AAA-367 (see subdparagraoh j) to show the rate of 
deduction for county association expenses, the amount set off, and 
the agency in whose favor the set-off was made. 


The adjustment clerk shall file two copies of each ACP-25, one copy 
of ACP-26 and one copy of ACP-27 with the copies of the application. 
One copy of each ACP-25 shall be forwarded to the State Accountant. 
The original application, the original and two copies of ACP-25, the 
original and one copy of ACP-26 and the original and one copy of 
ACP-27 shall be forwarded to the scheduling and voucher unit for the 
preparation of the voucher forms. Upon return of one copy of ACP-25 
from the General Accounting Preaudit office the adjustment clerk 
will pull one of the file copies of each ACP-25 and forward it to the 
Control Accounts and Reports Section, Agricultural Adjustment Adminis- 
tration, Washington, D. C. 
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SCHEDULING AND VOUCHER UIT 


Prevaration of Continuation Sheet, Public Voucher, and Schedule 
of Disbursements. 


Uoon receipt of the documents reforred to above, the scheduling 
and voucher unit shall prepare tho apnropriate number of copies 
of the Continuation Shect, Public Voucher, and Schedule for 
Disbursements, in accordance with the regular audit procedure 
issued in connection with the program with respect to which the 
application for payment was filed. Yowever, payments for only 
those applicants who are not indebted and payments representing 
assignments executed by such applicants who are not indebted 
Shall be scheduled on the Continuation Shect. 


(1) If the apolication against which the set-off is being made 
is a 1939 Suger bect apnlication, be certain that the entry 
on the samc line with the indebted applicant's name in 
column 4, Section V of S3-310, has been encircled and is 
not included in the adding machine total. 


Also enter the Bureau voucher number on ACP-26 and ACP-27, This 
number mist be the same as the Administrative number of the Con- 
tinuation Sheet. 


Distribution of the application, forms \CP-25, \OP-26, ACP-27, 
the Continuation Sheet, Public Youcher, and Schedule of Dis- 
pursements. 


The regular number of copies of the Continuation Sheet, Public 
Voucher, and Schedule of Disbursements, together with the 
original and two copies of ACP-25, the original and one copy of 
AOP-26 and the original and one copy of ACP-27 shall be forwarded 
to the Preaudit office. The Prenudit office will return one 
copy of ACP-25 and one copy of the Schedule of Disbursements to 
the State office, and will retain one copy each of ACP-25, 
ACP-26, ACP-27, the Continuation Shect, Public Voucher, and 
Schedule of Disbursements. The original ACP-26 will be for- 
warded to the eee Disbursing Office with the vouchers. 
The application, together with the original ACP-25 and ACP-27 
will be ptelins! to the Comptroller of the AAA who will prepare 
an administrative report on Form AD-42 addressed to the General 
Accounting Office in Washington. In the lower left-hand corner 
of one copy of Form AD-42 will be a notation "Transmit to 
State Officoc! with the name of the proper State office entered. 
Then the Office of the Comptroller will forward the application, 
ACP-25, ACP-27, and AD-42 to the Office of Budget and Finance, 
Department of Agriculture, which office will forward the case to 
the Washington General \ccounting Office and will send two copies 
of Form AD-42 to the paleers Division. The Yestern Division will 
forward one copy of AD-42 to the State office where it will be 
filed with the copies of the apnlication and other documents 
retained at the time the originals were sent to the Preaudit 
office. 


C2 


3 Applicant/s indebted to the AAA or other USDA 
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In the event that an inquirv is received from the applicant or the 
county comnittee relative to the exvected date of settlement, a re- 
oly may be made by stating that the case was transmitted to the 
‘General Accounting Office for ssi settlement under the date 

show on Form AD-42. pone 

When the case is settled, the: State office will receive from the 
Western Division two copies of Form AAA-367. ‘pon receint oF these 
forms, the adjustment clerk shall make the necessary notation re- 
‘garding the settlement on the file covy of the apnlication or other 
documents and shall forward one copy of AAA-367 to the State 
Accountant. . The remaining copy shall be sent. to the proper county 
office. 


land also to an earenc 


outside of the USDA. One or more other applicants not indebted. 


‘here an applicant is indebted to both an administration or bureau within 


the USDA and to an agency outside of the USDA, the amount due the adminis- 


‘tration or bureau within the USDA shall be deducted first. 


1. Where the payment due the debtor-apolicant is equal to or less than the 

amount owing to the USDA agency, the set-off shall be made without re- 
‘gard to the indebtedness to the other Governmental agency. In making 
the set-off in favor of the USDA agency, follow the procedure in para- 
graph A of this Section Y. ‘No reference to the applicant's indebted- 
ness to the agency la the USDA will be made on the application or 
other forms. 


2. Where the payment due the debtor-anvlicant is greater than the amount 
owing to the USDA agency, follow the procedure in paragraph B of this 
Section VY, and in addition prepare AD-42 in accordance with paragraph 
iso ui Sean rl, 


Applicants indebted to an agency outside of-the USDA at the time apolica- 
tion is certified by both the State and Preaudit offices, but debt re- 


moved from the Register prior to transmittal of the application to the 
Claims Division, Washington General Account ing Office. One or more apvli- 


cants not indebted. 


If the Comptroller of the AAA finds, upon receipt of Forms ACP-25, ACP-27, 
end the application for payment that the applicant against whose payment 
tne set-off is to be made is no longer indebted, he will return the docu 
ments to the proper State office and the case will be handled in accordance 
with paragraph M of Section II, except that the original ACP-27 will be 
forwarded to the Preaudit office with the application, ACP-25, memorandum 
to the Chief of Party, and C-1110 Supplement A where necessary. Where 
ACP-27 is present, the Prenudit office will take the action necessary to 
adjust the cross-reference on the vouchers in the Records Division, General 
Accounting Office, for the applicants who were not indebted. 
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APPLICATION FILED BY TWO OR MORE PHSONS -- ONE OR MORE INDEBTED AND OTHERS 


NOT INDEBTED, INDEBTZD APPLICANT HAS EXECUTED ASSIGNMENT, 


~The procedure in this section 4s applicable to only those programs with respect 


to which assignments may be executed and shall be followed when an application 
is filed by two or more persons at least one of whom is not only indebted to 
the United States but also has executed an assignment. The procedure in this 
section is not applicable when the set-off is to be made against a multiple 
farm application which is filed by only one apolicant, Where the aooplication 


‘shows that a payment is to be paid to two or more persons jointly and one of 


such persons is indebted, obtain the statement required in the first paragraph 


of Section V and make the necessary computations on the application as re~ 


guired in Section V, paragraphs A, 2, a, and 3B, oes 
ADJUSTMENT CLERK 
A, Applicant/s indebted to a USDA agency. 
1. Set-off taxes priority _over assignment. 


a. Payment for each applicant who is not indebted shall be determined 
and entered on the application in the regular manner. Any amount 
due an assignee from the peyment of an applicant who is not inde bt— 
ed shall also be computed and entered on the application in the 
regular manner. 


b, Entries on the application with respect to the set-off and the 
amounts due the assignee and indebted applicant will be made in 
accordance with paragraph A, 1, of Section IV, Amy other document, 
such as ACP~28 or ACP-30, necessary. for the making of the set-off 
shall be prepared in accordance with the applicable paragraph of 
Section II. 


SCHEDULING AND VOUCHER UNIT 


c. Prevare and distribute Standard Form 1096, the Continuation sheet, 
Public Voucher, and Schedule of Disbursements in accordance with 
the applicable paragraph of Section II or Section III, with the 
exceptions outlined in paragraphs A, 1, c and d of, Section LV. 
Payments for the assignees and the applicants who are not indebted 
shall be scheduled on the same Continuation Sheet in the regular 
menner. 

ADJUSTMENT CLERK 


‘ 


2. Assignment takes priority over set-off. 

a. Payment for each applicant who is not indebted shall be determined 
and entered on the application in the regular manner. Any amount 
due an assignee from the payment of an applicant who is not in- 
debted shall also be computed and entered on the application in 
the regular manner, 
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Entries on the application with respect to the amount due the 
assignee in whose favor the indebted applicant executed ACR-69, © 
the amount of the set-off, and the amount for the applicant shall 
be made in accordance with paragraph B, 1, of Section IV. Any 
other document, such as ACP+-28 or ACP-30, necessary for the making 
of the set-off shall be prepared in accordance with the applicable 


paragraph of Section II. “a ~ 
SCHEDULING AND VOUCHER UNIT 


Prepare and distribute Standard Form 1096, the Continuation Sheet, 
Public: Voucher, and Schedule of Disbursements in accordance with 
the applicable paragraph of Section II or Section III, with the 
exceptions outlined in paragraphs A, 1, ¢c, and d of Section IV, 
Payments for the assignees and the applicants who are not indebted 
shall be scheduled on the same Continuation Sheet in the regular 
manner, 


‘ADJUSIMENT CLERK 


BF Applicant/s indebted to an agency or Department outside the USDA but not to 
any administration or bureau within the USDA, ; + 


Payment for each apvDlicant who is not indebted shall be determined 
and entered on the application in the regular manner, Any amount 
due an assignee from the payment of an applicant who is not 
indebted shall also be computed and entered on the application 

in the regular manner, 


Entries on the application with respect to the set-off, the amount 
due the assignee, and the amount due.the indebted applicant shall 
be made in accordance with paragraph A, 2, a, of Section IV. 
However, the notation regarding the attached forms should read 
"See ACP-25, bureau voucher No, , ACP-27, & AD-42" and 
where applicable include "AAA-372," < 


ACP-25 shall be prepared in accordance with paragraph A, 2, b, 
of Section IV. 


AD-42 shall be prepared in accordance with pansgrapn 2, 2,0, 
of Section IV, 


ACP-26 and ACP-27 shall be prepared in accordance with subpara- 
graphs c and d of paragraph B, 2, Section V, 


The notice of county association expense deduction shall be 
prepared in accordance with subparagraph f of B, 2, Section V: 
provided, however, that if the form is prepared upon receipt of 
AAA-367-the amount, if any, paid to an assignee must also be shown, 


iy 
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2. The adjustment clerk will file the copies of the application, 2 copies of 
ACP-25, one copy of AD-42, one Copy of ACP-25 and one copy of ACP-27. 
One copy of ACP-25: shall be forwarded to the State accountant. The 
original application (with AAA-372 attached when apolicable) , the original 
and 2 copies of ACP-25, the original and six copies of AD-42, the original 
and one copy of ACP-26, and the original and one copy of ACP-27 shall be 
forwarded to the scheduling and voucher unit for the preparation of 
the voucher forms. 


SCHEDULING AND VOUCHER UNIT 


h. Payment for each applicant who is not indebted and for any assignee 
in whose favor ACP-69 was executed by an applicant who is not indebted 
shall be scheduled on the Continuation Sheet in accordance with Section 
V, paragraph 3B, 2, h., Such names and amounts must agree with those on 
ACP-26 and ACP-27. Also enter the Bureau voucher number on ACP-26 
and ACP-27. This number shall be the same as the Administrative number 
of the Continuation Sheet. 


i. Along with the regular number of copies or the Continuation Sheet, 

Public Voucher, and Schedule of Disbursements, the scheduling and voucher 
unit will forward to the Certifying Officer all the documents received 
from the adjustuent clerk in accordance with paragraph g above. The 
Certifying Officer shall sign forms ACP-25 and initial the original and 
first two copies of AD-42 and all of the documents shall be ferwarded to 
the General Accounting Preaudit office. Further distribution of the 
apolication, ACP-25, and AD-42 will be made in accordance with paragraph 
L, of Section II. The Preaudit office will keep one Copy cf ACP-26 

and one copy of ACP-27. ‘The Prenudit office will forvard the original 
ACP-26 to the Regional Disbursing Office in order thas checks may be 
issued to the persons listed thereon, and the original ACP-27 to the 
Comptroller, AAA, with tho application and other documents. Upon receipt 
of C-1110 Supplement A the adjustment clerk will make the proper changes 
in the Register. When the case is settled the State office will receive 
two copies of AAA-367 from the Western Division. The proper notations 
regarding settlement shall be made on Torms ACP-25 and AD-42, and there- 
after the documents will be returned to the permanent files. One copy 

of AAA-367 shall be forwarded to the proper county office and the other 
copy shall be sent to the state accountant. 


ADJUSTMENT CLERK 


Apolicant/s indebted to the USDA and also to an agence of the Federal Govern- 
ment outside the USDA. 


Follow the principles established in paragrapn B of Section IV. The actual 
set-off, however, will be made in accordance with either paragraph A or 8 of 
this Section VI, excevt that the administrative report on Form AD-42 shall 
contain the request that the amount due the administration or bureau within 
the USDA be deducted first. 
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D. Apolicant/s indebted to agency outside USDA at time application is 
certified by State and Preaudit Offices but indebtedness removed _ 
from the Register prior to transmittal of the case to the Washington 
General Accounting Office. : 


Follow the procedure in paragraph D of Section V. 
SET_OFF MADE IN ERROR. 


There may be instances where a set-off is made and thereafter it is dis- 
Covered that svch set-off was in error. There are various reasons why a 
set-off may have been in error, but the following are the most common: 


Amount set off exceeds the apolicant's indebtedness. 
Set-off made against payment due a person who is not the debtor. 
Amount set off exceeds payment due under application. 


As soon as the State Office is on notice that an erroneous set-off has 
been made, the adjustment clerk shall immediately prepare the proper form 
or notice requesting that the amount erroneously set off be returned. 

The necessary corrections shall then be made on the register, and if it 

is proper to certify an additional payment to the applicant, the prescribec 


forms shall be prepared. 


In each instance where an additional amount is due an applicant, the 
applicant's request for such additional amount must be on file in the 
State Office before the payment is certified. The request may be in the 
form of a letter. However, the applicant's signature on an adjustment 
application prepared in the county office shall also constitute his re- 
Quest for any additional amount which may be due as the result of an 
erroneous set-off, and in such case no letter is required. It is not 
necessary that the apnlicant specify the amount due. The procedure out- 
lined below shall be followed: 


A. Erroneous set-off made in favor of AAA. 
l. Preparation of form 1097. 


As soon as the error is discovered the adjustment clerk shall 
prepare form 1097 for the purpose of requesting that the amount 
improperly set off be transferred bacix into the appropriation 
Charged with the set-off. Form 1097 shall be prepared in accor- 
dance with established procedure. If an additional amount is 

due an applicant who has filed the proper request, it is not 
necessary to hold up certification of the payment pending receipt 
of an accomplished copy of form 1097. : 


a. If the amount set off is greater than the indebtedness, the 
amount shown on form 1097 shall be the amount by which the 
set-off exceeds the debt. The entire amount of the set-off 
Shall be entered on form 1097 only in the event that it is 
found that the applicant was not indebted or that the entire 
debt had been liquidated. 
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If the set-off was made against the payment due a person who is 
not the debtor, the entire amount set off shall be entered on 
form LOO: 


If the emount set off is greater than the payment earned by the 
applicant in connection with the program with respect to which 
the application was filed, (an error in computation having been 
made on the original application by both the State and Pre- 


audit Offices; or an adjustment apolication, showing that the 


amount earned on the farm is less than the amount computed on 
the original application, having boen received) enter on form 
1097 the amount which represents the difference between the 
amount actually set off and the amount wnaich would have been 
sot off if all besic data and computations on the original 
application had been correct. 


Correction of register of indebtedness. 


The appropriate changes must be made in the register immediately 
upon discovery of the erroneous get-orf. 


Ley 
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If the amount set off exceeds the epplicant's indebtedness, 

enter on the register a notation to the effect that-a form L037 
has been preparcd and show the amount transferred. Since the — 
amount specified on form 1097 is dic the applicent, no additional 
amount will be set up on the register. 


If the set-off was made against a payment due a person who is not 
the debtor, indicate on the register that the cet-off is void and 
re-enter all data regarding the indebtedness of the proper persone 


If the amount set off exceeds the payment actually due, as 
determined on the adjustment application (prepared in accordance 
with paragraph 3 below) entries on tho register shall be made 

as follows: 


(1) Enter the applicant's name, the amount shown on form 1097, 
and the appropriation credited with the erroneous set-off. 
This is the appropriation shown on the register prior to 
the time the erroneous set-off was made. In other words, 
all or a part of the debt previously listed on the register 
shall bo re-entered. If the applicant received no paynent 
under the original application, the amount entered on the 
rogister will represent the amount by which tho applicant's 
payment less association expenses (or the applicant's share 
of the gross farm payment if association expenses are not 
deducted) computed on the original application exceeds the 
anount of such payment computed on the adjustment application, 


(2) If the applicant received a payment under the original 
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application, it will also be necessary to set this amount up 
on the register as a debt, inasmuch as the applicant would 
not have received a payment if the original application had 
been correct. This debt shall be listed as owing to the 

AAA in connection with the program with respect to which the 
original and adjustment applications were filed. 


The sum of the amounts entered on the register in a 
accordance with subparagraph (1) above and this subparagraph 
(2) must equal the amount by which the applicant's paymont 
less association expenses (or the applicant's share of the 
gross farm payment if association expenses are not deducted) 
computed on the original application exceeds the amount 

of such payment computed on the adjustment application. 


Preparation of adjustment application and other forms necessary for 
the certification of any additional payment which may be due. 


If the error occurred in the State Office, the adjustment clerk shall 
prepare an adjustment application and enter the correct data thereon, 
If the original application submitted from the county was in error, a 


properly executed adjustment application must be forwarded from the 
county. 


Determine the applicant's payment less association expenses (or the 
applicant's share of the gross farm payment if association expenses 
are not deducted) in the regular manner, Beneath this amount make 
he following entrics: 


ae If the amount set off exceeds the applicant's indebtedness, an 
additional amount will be dwe the applicant. 


(1) Enter the correct amount of the debt, the schedule number of 
the form 1096 on which the set-off was scheduled, the D. 0. 
voucher number of the set-off scheduled on form 1096, and a 
reference to the attached form 1097. The debt shall be 
identificd by the appropriate explanatory statement as 
described in the applicable section and paragraph of this 
procedure, 


(2) Subtract the correct amount of the debt from the applicant's 
payment less association expenses (or the applicant's share 
of the gross farm payment if association expenses are not 
deducted) and enter the result on the following line, 


(3) Beneath the result obtained under (2) above, enter the amount 
previously paid to the applicant. Identify this amount by 
' showing the check number, date of the check, and the D, 0. 
voucher number. 
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“(ay Enter in the space provided ‘for the approved payment for the 
applicant, the result determined by subtracting the amount 
entered under (3) above from that determined under (2) above. 
If application for payment is made on form ACP-90, SB-310, 
or other similar form, it will be necessary to encircle the 
anount ee carl computed for the Gee 


(5) The sum of the payment approved for the applicant on the 
adjustment application, the emount paid to the epplicant under 
the original application and the correct amount of the debt 
must equal the applicant's payment less association expenses 
(or the applicant's share of the gross farm payment if 
association expenses are not deducted. ). computed on the 
adjustment application, 


b. If the set-off was made against a payment due a person who is 
not the debtor, the full amount due the applicant under the 
adjustment application shall be certifiod for payment to him. 
Determine the correct amount due and center this amount in the 
space provided. 


c, If the amount set off exceeds the payment due under the adjustment 
application, but the amount of the set-off is not greater than 
the debt - 


(1) Determine and enter the amount which can be set off against 
the payment computed on the adjustment application, This 
amount will be the full payment due under the adjustment 
application. 


(2) Enter an "0" in the space provided for the approved payment 
to the applicant. 


(3) The adjustment application will be filed in the State Office, 
inasmuch as no payment is to be certified. 


Preparation of memorandum for the Proeaudit Office. 


If the erroneous set-off was the result of an error in the State Office, 
and a payment is being certified under theadjustment application, the 
adjustment clerk shall prepare a memorandum (in duplicate) for the 
Chief of Party of the Preaudit Office, explaining the error, 


Preparation of continuation sheet, public voucher and schedule of 
disbursements, and distribution of forms. 


These forms shall be prepared in accordance with the regular audit 
procedure issued in connection with the program with respect to 

which the application was filed. (Since the set-off has already been 
made, no form 1096 will be prepared. ) 
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All forms shall be distributed in accordance with existing 
procedure. The applicant's request, the original memorandum 
for the Preaudit Office, and a copy of form 1097 shall be 
forwarded to the Preaudit office along with the adjustment 
application and other forms. 


ive 


Erroneous set-off made in favor of CCC,FCA, or FSA. Set-off made 


Gackt BA A Enh 


in accordance with w Section Il, paragraph 1 of ae pEOceeuee 


Where a check for the amount of the set-off was eines in favor of 


and forwarded to the creditor ag rency , the adjustment clerk shall 


proceed as follows: 
iM sree for refund of amount erroneously set off. 
a. Amount set eae exceeds the apolicant's indebtedness. 


Where the amount set off is ‘equal 6 bos less than the amount 
‘of. the debt apnearing on the State Office Register at the time 
‘the set-off was made, but the debtor notifies the State Office 
that the amount set off exceeds his indebtedness, such notice 
shall be forwarded immediately to the creditor agency who 

snall be requested to reimburse the dcbtor for any amount to 
which he may be entitled. 


Where the amount set off is greater than the amount appearing 
on the register at the time the set-off was made, the adjust- 
mont clerk shall advise the creditor agency that an error was 
made ‘end shell request ‘such agency to reimburse the debtor and 
advise the State Office when this has been done. The letter of 
notification to the creditor agency must show the amount to 

be paid to the debtor. If any written communication was re- 
ceived from the debtor, such communication shall be enclosed 
with the letter of notification to the creditor agency. 


or the amount set off exceeds the payment due under the anoli- 
cation. 5 


(1) Request for remittance from creditor agency. 


Immediately woon discovery of the error, the adjustment 
clers shall prevare a letter (in triplicate) addressed 

to the creditor agency, requesting that the amount 
erroneously set off be returned. The letter must contain 
the symbol and title of the appropriation charged with 
the set-off, the chec*: number, date of the check, amount 
of: the check, the D. 0. symbol number, the D. 0. voucher 
number of the voucher on which the set-off was listed, 
‘the name and address of the applicant from whose payment 
the set-off was deducted, and the amount to be returned. 


b. Set-off-made acainst vavment due a person who is not the debtor, 


® 
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If the set-off was made against a payment due a person who 
is not the debtor, the creditor amency shall be requested 

to refund the entire amount; however, where the amount set 
off exceeds the payment due the aoplicant in connection with 
the program with respect to which the application was filed; 
the creditor agency shall be requested to refund the amount 
which represents the difference between the amount actually 
set off and that which would have been set off if all basic 
data and computations on the original apolication had been 
correct. 


(a) If the set-off was made in favor of the FSA, the letter 
shall contain a request that the proper amount be 
credited to the appropriation by means of form 10406. 


(v) If the set-off was made in favor of the CCC or FCA, the 
letter shall contain a request that a check for the 
proper amount be drawn in favor of the Treasurer of the- 
United States and forwarded to tne State Office. 


al and one copy of the letter shall be forwarded 
jee of the creditor agency at the address where 
s delivered. The remaining copy shall be filed. 


OL 
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NOTH; In each case where an erroneous set-off was made in 
favor of the FCA, the State Office shall inform the regional 
ROA office regarding the error immediately (by wire, if 
necessary) wpon discovery of the error. The wire will not 
replace the letter referred to above, but will serve to 
notify the regional office that an error has occurred and 
that detailed information will be forwarded as soon as 
possible. This is important because of the fact that regional 
VOA offices hold the amounts set off in a special deposit 
account for a period of 30 days after which time deposits 

to the proper appropriations are made. Since some of these 
avpropriations are no longer available for cxpenditure, a 
refund of an erroneous set-off is more easily obtained aes 2 
is requested prior to the exoiration of the 30-day period. 


(2) Remittance to State Office 


(a) If the set-off was made in favor of the FSA, the 
regional office will, upon receipt of the request from 
the State Office, prepare Form 1046 in the regular 
manner, Upon receipt of an accomplished copy of form 
1046, the regional FSA office will forward two 
accomplished copies to the State Office. One copy of 
form 1046 shall be forwarded to the Preaudit Office 
with the adjustment apolication, if any. The other cony 
shall be given to the State Accountant. 
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(b) If the set-off made in favor of the FCA is being held 
in a suspense account or has been transferred to an 
aooropriation still available for expenditure, a check 
will be drawn in favor of the Treasurer of the United 
States and forwarded to the State Office. When the 
checit is received it shall be scheduled for collection 
on Form 1044 in accordance with existing procedure, 
except that one additional copy of the form shall be 
prepared. The extra copy shall be forwarded to the 
Preaudit Office with the adjustment application, if any. 


(c) If the set-off made in favor of the FCA has been trans- 

ferred to an appropriation which is no longer available 
for expenditure, the regional office of the FCA will 
notify the Washington Office that a request for return 
of all or part of the amount set off has been received. 
The Washington Office of the FCA will then send a 
letter to the General Accounting Office requesting that 
the proper appropriation be credited with the amount 
erroneously set off. A signed copy of the letter to the 
General Accounting Office will be forwarded to the 
State Office. This copy shall be forwarded to the 
Preaudit Qffice with the adjustment application, if any. 
A copy shall be made in the State Office and forwarded 
to the State Accountant. 


(d) If the set-off was made in favor of the CCC, the 
appropriate office will request that a check be drawn 
in favor of the Treasurer of the United States and 
forwarded to the State Office. When the check is 
received it. shall be scheduled. for collection on form 
1044 in the regular manner except that an additional 
copy shall be prenared. This copy shall be forwarded to 
the Preaudit Office with the adjustment application, if 
any. 


Correction of register of indebtedness, 


The aporopriate changes must be made in the register immediatelv upon 
discovery of the erroneous set-off. Follow the procedure in para- 
graph A of this Section VII, entering the amount of and reference to 
the form 1044, form 1046, or letter to GAO instead of the amount and 
referencento) formu097. 


Preparation of adjustment application and other forms necessary for 
the certification of any additional oayment which may be due. 


Upon receiot of an accomplished copy of form 1044 or form 1046, ora 
copy of the letter addressed to the General Accounting Office and 

the aoplicant's request for any additional amount due, payment may be 
certirLed, 


Fo ee 
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The adjustment application, memorandum for the Preaudit Office, con- 
tinuation sheet, public voucher, and schedule of disbursements shall 
be propared and distributed in accordance with paragraph A of this 
Section VII. A copy of form 1044, 1046, or letter to the GAO mst be 
forwarded to the Preaudit Office with the adjustment apolication and 
other forms. 


If an additional payment is not due the applicant, make the necessary 
entries on the adjustment application and on the register and file 
the adjustment avplication and other forms. 


Zrroneous set-off made in favor of CCC, FCA, or FSA, Set-off for PSA 


made by means of form 1096, and set-off for O°9C_or FCA made by GAO. 


The adjustment clerk shall prepare the proper request and other forms in 
accordance with paragrash 3 of this Section VII, provided, however, that - 


1. If the set-off was made by GAO in favor of the CCC or FCA, the letter 
requesting a refund of the amount erroneously set off shall contain 
the symbol and title of the apnropriation charged, the certificate 
number and claim number of the AAA-367 and the name and address of 
the applicant against whose payment the set-off was made. 


2. If the set-off was scheduled on form 1095 for the FSA, the adjustment 
clerk shall prepare and distribute form 1097 in accordance with 
existing orocedure for the ourpose of securing a refund of the 
amount erroneously set off. The amount to be returned shall be 
determined in accordance with parazraoh A of this Section VII. 


Erroneous set-off made in favor of OCC, FCA, or FSA. -- Set-off made 


against payment due debtor but in an amount which exceeds the payment 


a 


due under the avplication. 


If a set-off is made against a payment computed under an apolication 
filed bv a person who is the debtor, but the amount set off is in excess 
of the vayment earned in connection with the program with respect to 
which the application was filed because of the fact that the original 
application was in error, the adjustment clerk snall reauest the creditor 
agency to return the excess amount set off. This request shall be 
prepared in accordance with paragraph B or C of this Section VII. The 
proper amount will be returned unless the creditor agency found, upon 
receipt of the set-off, that the amount of the set-off was greater than 
the indebtedness and forwarded the balance to the oroducer. If this has 
been done, the creditor agency will not have the money to reimburse the 
AAA. Therefore, the amolicant's name will be entered on the register 

of indebtedness. The amount of the dedt shall be the amount crroneously 
set off and the aopropriation to be entered on the register shall be the 
aopropriation charged with the set-off. 
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WD-7 Supplement i i Issued September 18, 1940 
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“he ‘procedure. established in WD-? is amended vy the secon 
set forth herein. 


I. Section I, paragraph D is amended to read as ae Pet 


ae of Priority. in — deductions es 


aiubaee any applicant is indebted to (1) more than one agency 
of the Federal Government, or (2) one or more agencies of the 

_ Government and has executed an assignment, deductions of the 

ann amounts: due each governmental agency and the assignee shall 
: de made. in. accordance with the applicable subparagraph below; 


1. Applicant indedtea — no_assignnent 
i The following order of priority is applicable where no 
assignment has been pepe tod. on the application. 


a. eericuirel Adjustment Administration 
(1) Grants of aid 
(2) Crop Insurance advances 
(3) Overpayments under agricultural conservation 
. . programs 
(4) Overpayments under price adjustment programs, in- 
' cluding failure to submit Form CAP-3 and failure 
to remit penalties under the marketing quota pro- 
visions of the Agricultural ‘Adjustment Act of 1938, 
(5) Overpayments under sugar beet programs 
(6) Overpayments under commodity. contracts 


.. Commodity Credit Corporation -+ : excluding all forms AAA-372 
Farm Security Administration Bi: excluding all forms AAA-372 
Farm Credit Administration -~ excluding all forms AAA-372 
Other. USDA agencies ~~ éxcluding all forms AAA-372 

Any agency or Department of the Federal Government 
outside the Department of Agriculture -- excluding 

ene. Alife forms AAA-372 
8: Form AAA~372 which shows that it’ was filed in the 

- county office prior to February 10, 1940. (There 
must be evidence that the form was timely filed. If 
it is found that the form was not filed in the county 
prior to February 10, 1940, the set-off shall not be 

Dias Make). . 
why Crop Insurance Corporation gebts resulting from indemnity 

overpayments 


* 


ae re ree 


The fol bowing ier of city. is Fen ests where an 
assignment has been reported on a 1940 or subsequent 

crop year application and the applicant is indebted to 
the United States, unless the county committee has at- 
tached a statement to the effect that both the assign- 


_. ment and the notice. of. indebtedness to an agency other 


than the AAA or CCC were filed prior to the issuance ® 
of ACP-70, Revised February 3, 1940, and the Set-Off 
Order, Revised January $1, 1940. iu 
Since, subsequent to the issuance of the est pa oc 
regulations referred to above, a ‘set-off in favor of 
- any agency other than the AAA or CCC will not be made 
if the assignment was filed in the county ‘office first, 
the. adjustment clerk will assume that the assignment 
was. filed first if it has been recorded on the appli- 
cation. (However, in the event that the adjustment 
clerk is in a position to know that the notice of the 
debt was filed in the county office first -- for example, 
the notice of the debt was sent out before the beginning 
of the program year with respect to which the assignment 
was filed -- the county shall be asked to explain why the 
acsignment was accept ed and the set-off shall be made 
ena the assignment disregarded.) If the assignment has 
been recorded on the application, the indebtedness to the 
governmental agency other than the AAA or CCC should not 
have. been recorded. <Any amount due either the AAA or CCC 
should have been recorded on the application, tut if it 
is not, the adjustment clerk shall enter the appropriate 
‘i notation regarding the debt and shall make the set-off, 
_since both AAA and CCC debts take priority over an assign- 
ment regardless of the dates on which notices of the 
debts and the assignment were filed in the county office. 


a. Agricultural Adjustment Administration 
43) Grants of ald =. . 
(2) Crop insurance advances | 
(3) Overpayments under agricultural conservation 
. programs . 
(4) Overpayments under price adjustment programs, in- 
_ ¢luding failure to submit Form CAP-3 and failure 
to remit penalties under the marketing quota pro- 
visions of the Agricultural Adjustment Act of 1938, 
- (5) Overpayments under sugar beet programs 
(6). Overpayments under commodity contracts 


d., Commodity Credit Corporation 
c. Assignment 


“Note: Any ‘balance of the ‘payment remaining after deduct- 
ing the AAA and COCO debts and the assignment shall be 
approved for the applicant. 
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If the county office has recorded both an assignment and a debt 
owing to an agency other than the AAA or CCC on a 1940 or sub- 
sequent crop year application for paymemt and has attached a 
statement to the effect that both were on file in the county 
office prior to the issuance of the revised regulations re- 
ferred to above, deductions will be made in the order outlined 
below. The adjustment ‘clerk shall detach the statement from 
the application and file it. i 


The following order of priority is also applicable where a 1939 
or previous payment has been assigned and ‘the applicant is in- 
debted to the United States. (The set-off takes priority over 
the assignment irrespective of the dates on wiich the notice 

of indebtedness and ACP-69 were filed in the «vunty. If the 
debt was recorded in the county prior to the issuance of ACP-70 
revised February 3, 1940, the assignment would not have been 
accepted after that date.) The provisions of Section I, para- 
graph D, 7, are also applicseble in connection with a 1939 
multiple-farm application. 


a. Agricultural Adjustment Administration 

(1) Grants of aid 

(2) Crop insurance advances 

(3) Overpayments under agricultural conservation programs 

(4) Overpayments under price adjustment programs, includ- 
ing failure to submit Form CAP-3 and failure to remit 
penalties under the marketing quota provisions of the 
Agricultural Adjustment Act of 1938. 

(5) Overpayments under sugar beet programs 

(6) Overpayments under commodity contracts 


Commodity Credit Corporation * -- excluding all forms AAA-372 

. Farm Security Administration * —- excluding all forms AAA-~372 
Farm Credit Administration * --— excluding all forms AAA-372 
Other USDA agencies * -— excluding all forms AAA-372 

Any agency or Department of the Federal Government outside 

. the Department of Agriculture * -- excluding all forms AAA-372, 
&. AsSignment on ACP-69 or request for set-off on AAA+~372 filed 
prior to February 10, 1940, whichever was filed first in 

the county office. 


mhoRode 


* Where any agency or Department whose debt takes priority over 
an assignment files a written statement to the effect that 
such dett may be subordinated to the assignment, the assign- 
ment shall be given priority. 


II. 


Su. 


ties 


Delete the sentence, "However, the applicant's signature: on an ad- 
justment application prepared in the county office shall’ also con- 


‘stitute his request for any additional amount which may be due as 


the result of an erroneous set-off, and.in.such case no letter is 
required" from the third paragraph of Section VII, on page 86. 


Paragraph B, page 90 of WD-7 provides that, when a set-off exceeds 
the amount of the applicant's indebtedness, the creditor agency 

in whose favor the set-off was made shall be asked to reimburse the 
applicant. 


In rare instances there are cases where the creditor agency is un- 
able to reimburse the payee. (In one case the whereabouts of the 
applicant were unknown and in another case the applicant's ex-wi fe 
claimed the amount of the excess set-off as the resuit of a divorce 
settlement.) Under such circumstances, the creditor agency will 
issue a check payable to the Treasurer of the United States for the 


amount of the excess set-off and will forward it to the State Office. 


Upon receipt of the check the adjustment clerk shall prepare form 
1044, depcsiting the check to the credit of the trust fund "128881 


- Deposits of Unclaimed Moneys of Individuals Whose Whereabouts are 


Unknown (name of Individual)", When a request is received from the 
person entitled to the amount deposited in the trust fund, the ad- 
justment clerk shall prepare Form AD-42 in the regular manner, show- 
ing that the amount is due the claimant. During the 1941 fiscal 
year, the cspropriation to be shown as chargeable on AD-42 is 
12018892 Perment of Unclaimed Moneys." The "1" in the symbol is 
the fiscal year designation; consequently, for claims approved 
subsequent to June 30, 1941, this number should be changed to "2" 
for the 1942 fiscal year, "3" for the 1943 fiscal year, etc. The 
difference between the fund creditable and chargeable is due to the 
fact that the Congress annually appropriates funds for expenditure 
for this purpose. ’ 


The foregoing procedure is applicable since the money does not pro- 
perly belong in the appropriation from which it was disbursed, How- 
ever, such procedure is not applicable where the amount set off is 
in excess of the payment due the applicant because, in such case, 
the appropriation erroneously charged is the appropriation to be 
credited. 


Where the amount of any excess set-off is returned to the State 
Office by a check payable to the Treasurer of the United States 
because the debtor--applicant is deceased, such amount should be 
deposited to the appropriation in order that any claim for it may 
be handled in accordance with existing claims procedure, 


IV. 


= 


The procedure for the preparation of Form 1096 provides that the 


. mame of. the Disbursing Officer and the D. 0. voucher number be shown 
_in the "Remarks" column. Jn addition also enter the period of ac- 


count in which the overpayment was made if this information is 
available. (The period of account will not be shown where the over- 
payment was made in the Washington AAA office, since the debt 
register issued by the Office of the Comptroller does not contain 


such information.) 
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GRAERAL INSTRUCTIONS AND ENTRIES OW THE APPLICATION FOR. PAN 


Te GENERAL INSTRUCTIONS: 
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Issned Gebower 29, 1942. 
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ET-OF F PROCEDURE 


kOR USE OF BOTH COUNTY AND STATE OFFICES U.S. p 
; ~* % Mepartment of Agricultura 


Programs to which procedure is applicable 


This procedure is applicable to all programs for which neyments are 
made to farmers. 


Definitions 


The following term ms, as used in this set-off erocedure, have the mean— 
ings indicated below: 


os) 


1, APPLICATION means any application for payment submitted in connec- 
tion with any programe | 


2. RECISTER means Recister of Indebtedness. 
Oe PERSON means a person as defined in tne yarLous bulletins and hand— 


books issued) for ae program with respect to which the application 
Sua ed 


. APPLICANT means a person who sioned an application for payment. 


es 


Such person may be an jadivicual; partnership; association; corpora- 
tion; estate or trust; administrator or executor of a deceased debtor; 
as widow or other heir of a ceceased debtor who contributed to per- 
formance for which the application for payment is made; or a suardian 
or coumittee for an incompetent ceptor. .1f£ two or more individuals 
sien an application as joint—-owners or Joint-operators , all of such 
‘Gndividuals shall be considered as one applicant, unless only one is 
indebted, in waich event paragraph i is applicable. 


Where 


a farm application is provided for any program, the. term 
APPLICANT 


T does nob include all persons who filed the same applica tlon. 
jie tern APPLICANT does not include an assignee on an AGP aoplication. 


Both the county and State Offices must have on file a statement — 
sharing that a deceased debtor contributed to the performance render- 
ed in connection with a program before making 4 set-off against the 
payment, for such performance to be made to the widow or other, heir. 
(This statement is not necessary if the application is filed on 

behalf of the estate by the administrator, etc., as a set-off fwd 
We made rerardiess “of whether the deceased debtor contributed to 
performance») 


Te 


| The foll 


De 
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USDA — United States Derartment of Agricultu 
AKA -—~ Apricultural Adjustment Agency Sas 


CCC Commodity Credit Corporation 

PCA Fam Credit Administration 

RNC —- Federal Farm Mortgage Corporation 

FGA — Farm Security Administration 

FDIC -- Federal Deposit Insurance Corporation , ae 

USDA agency —- any administration, corporation, or bureau of the USDA — 

CAO —. General Accounting Office in Washington, D. Ce ee 

Preaucit Office — Local field preaucit office of GAO serving the 
State Office. ; 

RDO -- Regional Disbursing Cffice serving the State Office 

ACP —~— Acricultural Conservation Program 

Ppp -- Parity Payment Program, including all commodities 

SBP — Sugar Beet Program : - 

CAP —- Cotton Price Adjustment Payment Program Fs a 


6. ORDER means the Order Respecting Set-offs Entered by the Secretary of 


Agriculture on May S$, 1957, including all revisions anc supplements e _ 


Joint-orners, joint-operators or 2 partnership indebted. Application 
submitted by one of such joint-owners or joint-operators or by a member 


te at en ne 


at-owners, joint-operators, or a vartnership is named on the 
a 


When joi 
register and the application for payment is filed by one joint-owner, 


joint—-operator or member of the partnership as an individual, a set-off 
sn the full amount of the indebtedness may be made against the payment 
due such person. Before making the set-off, however, obtain information 
as to whether or not any of the other joint-owners , joint—operators or 
members of the partnership intend to file individual applications for pay- 
Tf so, a set-off will be: made on a pro rata basis against the vay= 
tions shall be re- 


- 


mente 
ment due under each application, and all of the applica 
leased by the county office at the same time. 


c. 


Member of partnership indebted -- application received from partnership 


—_—_—-. 


> a member of a partnership is indebted, the indebtedness shall not be 

ff against any payment due “the partnership. In the event that an 
application from the partnership is received, ascertain whether or not 
s+ is in fact a bona fide partnership anc not’ a co-owner or co-operator — 


° ° ay 
type of relationsnipe Sie 
: ae 


Debtor files application as co-owner or co-operator 


Where a payment is to be made to two or more Person» jointly and one’ of | 
such persons is indebted, it will be necessary to obtain a statement, — 
signed by all persons entitled to share in the joint payment, showing th 
manner in which the payment is +40 be divided among them. A set-off sl 
be made against the debtor's share of such payment. In each such case 
the original statement regarding the division of payment must be attach 
to the original applicetion anc Forwarded to the Preaudit office with 

Copies will be filed with the State and county office copies of then. 


applicatione 


Order of prlority ) 


' 


Deductions from payments are to be made in the following order. This is the 
order of priority approved by the Secretary of Agriculture in his set-off 
Order, as amended and supplemented. 


1. Indebtedness to AAA 


| ae Overpayment on WR-S11 Parity. 
be Conservation material furnished. 


a Cc. Crop insurance advance. 
Q. Nonresident alien tax 
(This deduction is not included in the set-off a but is included 
in this paragraph to show which set-—ofis take priority over the tax 
deduction and which do not.) 
Se Other indebtedness to AAA 
a. Agricultural conservation program overpayments and deductions for 
failure to maintain practices under previous programs. 
be Price adjustment and parity program overpayments and failure to 
remit penalties under the marketing quota provisions of the Agricul- 
tural Adjustment Act of 1958. é 
a 1 . 
C. Suear beet program overpayments. 
re ; 
} a. Commodity contract overpayments. 
io 
i e. kxcess stamos issued under Supplementary Cotton Program (check to be 
i: issued to SMA). 
at 
( 
i A, Indebtedness to Commodity Credit Corporation. 
" 5B. Indebtedness’ to Federal Crop Tosrancs Corporation. 
; a. Failure to liquidate commodity no 


. 
; 


be. indemnity overvayments. 


6. Assignment. (Do not make deductions from any AGP payment for any deots 
listed in paragraph 7 below, except item) 7-e, 11 an acce table assignment 
was filed.) | 


hod 


7. Indebtedness to agencies of the Federal Covernment other than AAA, CCC, 
and PCIC 
ae Farm Security Administration 
be Farm Credit Administration or federal Farm Mortgage Corpora: ion. 


. 


ce Obher USDA agencies, except SMA debts listed in item @. 


aes agency ¢ or depar . 1h, © she I od 
Department of Agriculimre, such as 2 


Ce Bio we Marketing Administration — debts peoubelae: from ¢ | 
of mattress or Gone OF Hes materials to persons eine a to recei 


theme 


- Chances to be made on Register 


4 


he county office will reduce or remove the indebtedness item from the re- 
gister at the time the application (completely executed and signed by the ~ 
debtor) is prepared for transmittal to the State Office. The change will 
be vorified upon receipt of the regular notice of the change from the State 


Ortice. . a 


os Laer Ee en Te 


— 
s 


_ 


The State Office will reduce or remove the indebtedness item from the re- ) 
gister upon certification of the application. igo ( aa 


y= 
i li eg 
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When a debt is completely liquidated the register card shall be transferred © 
to an inactive file. 


a ie - 
Petr ee 
mse: 


re 


He Indebtedness discovered after application is certified for payment — 


If a payment is certified by the State Office and the application forwarded ~ 
to the Preaudit office before the State Office is notified that the aoplican: ; 
is indebted, a set-off will not be made, unless the application is suspended 
by Preaudit and the debt is owing to the AAL, ; ; 


eT DJ ee 
we ALLE f 


Le WMinimm amount to be set off 
i set-off shall be mace in favor of ‘the AAA if the amount of indebtedness is 
re than 10¢. 


A set-off will be mace in favor of any other agency or department of the 
Federal Goverment if the indebtedness is $1.00 or more, The $1.00 minimum 7 
is applicable to individual debts and does not apply to the sum of smaller) 
amounts which may total “1,00 or more, In the event that, as the result ‘of 
pet-orl, the indebtedness to any ence other than the AAA is reduced to an 
amount less than $1.00, no further set-off will be made and the record shal 
be removed from the register. resi,’ 


Ii. SET-O'F DATA TO BE ENTERED ON APPLICATION: 


In ee casos data rerarding the set-off will have been entered in the coun 
office before the application is transmitted to the State Orifice. If so, va 
State Office shalt check the entries against the register to make certain th 
they are accurate and shall determine that the amount to be set off has been 
computed correctly. Any necessary corrections shall be made and initialed) by 
the person checking the enery. in the State Office. If set-off information he 
not been envered in the county office, the State Office shall enter it.) 


Where the application does not contain a line on which to record a set—or 
the data may be entered on a separate sheet and attached to the application 
and if two or more persons have si.gned the application, the name of the 
applicant against whose payment Se set-off is being made must be clean 
indicated on the statement. When the statement is used, it must contai 
the set-off information normally entered on the application. : 


a a ny 
|] men ine or more debts ere. 3 recorded Ve aa the applicant on the register, set- 
(es shall be mace in accordance with the order of priorivy in Section I. Also 
OvE that some debts take priority over an assignment of an ACP payment Uae 
— other debts may not be set off at all from the ACP parment iz) an assignment wa 
filed. Hovever, any debt which shall not be deducted from an ACP payment bene use 
Of an assignment may be deducted from the parity payment computed for the appli— 
“eant on the same application. 


« Set-off data on the application shall meet the following requirenents: 


Ae identi fication of ¢ debt 


am 


tlie name of the une vwernmental agency to whom the applicant is indebted and, 
if the Ga is owing to the AAA, inclwling the program, crop insurance ad- 
yenes, mar oa quota penalty, etc., in connection with which the applicant 
LS ie. The statement shall begin "Set—off for " with the proner 


. 


ddentification showm in the blenk space. 


the decue tion shall be identified Bue a brief explanatory statement showing 
0 | 
tht 


Examples : 


Set—off for AAA-1.941 ACP 

Set—off for AAA-1940 Parity—-wheat 

Gator’ for AMA-Advance on ACP-100 — 1940 (or 1939) 
Set—of? for AsA-Advance on PCI-lileWv 

Setnoft for AAA-1940 grant of aid (or 1939) 
Set—off for AAA-1941 conservation material 
Sete-off for AAA-1941 conservation material not used 
Set—or? for AAA-1541 wheat marketing quota pena 
Set—orf for AAA-L933-—85 wheat’ contract 

Bet-off for AAA-1935 GAP -— overpayment 

Gat—orf for AAA-1935 CAP — failure to return CAP-3 
Set-off for SMA —-— Supplementary cotton program 
Set-orf for CCC 

Set—off for FCIC-application No. wheat note 
Set—off for FCIC - contract No. wheat indemnity 
Set—off for FSA 
Set-off for FOA 
Seu—-orf for FMC 


Gevtne aoplicant is indebted to an agency of the F deral Government which 
is outside of the USDA, enter Wset—off for ee showing the name of the 
agency, and "See ACP—25, Bureau Voucher No. | a ners the number which will 


be assigned to ACP+25 in accordance with WD-7, Revised, Part Il, Section ITT 
Paragraph A, 5. These notations will be mace and ACP 25 prepared only in the 
Dae that there is an amount which can be set off for the creditor agency 
@4e6, there 1s a balance remaining after any set-offs for USDA agencies have 
been computed. (The county office will not be inva position to enter the 


Huresn voucher number of ACP-25; therefore, the State Office must enter ‘ted 


Amount of debt 


The amount of Andebtace (or amount Ai te mee off af ehe erecta : 
has specified that only an installment of the debt shell be deducted) x 7 
» be showm following the identification statement cescribed above desc at 
> space provided on the application. is 


‘ 


sere set-off data are entered on an ateaehed statement, the amount age 
Pe ektedriess’ shall be shown in parenthesis following the identification — 


statement described in A above; ceg., "Set-off for AAA (Amount of debt © 


a 
*e )e" 


Amount to be set off 


The amount to be deducted from the applicant!s payment and paid to the 
creditor agency shall be shown in the space provided on’ the application. | 
/if set-off data are entered on an attached statement, this amount will be 
the second amount shown at the identification statenent, Sede, "Set-ort 
for AAA (Amount of deb Wieesen a7 : 


This amount shall be the smaller of (1) the debt or (2) the payment ayaa 
able for set-off; i. e., the payment. (less association expense deduction) — 
computed for the applicant less other deductions having priority over the 
set-orf. 


D. Amount payable to indebted applicant 


Either an amount or a zero must be shown in the Space provided for the pay | 
ment to be made to the applicant who is indebted. 


This eaten! shall be the result obtained by subtracting all set~offs, ane 
voucher reductions and any assignment for the applicant from his earned. 
ee payment (less association e: cpense deduction where applicable). 


~ 


YE bode 
Puy 8's Stor, Western Division 


